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' APERS - Arkansas Public Employee Retirement System
Version Control Sheet

« Course: APERS - Arkansas Public Employee Retirement System
« Courseware Items: Core Curriculum
« Change Summary:
Changes made to this document are summarized in the following table

Date Change Reason For Change Updated Pages
Version | Effected

1/2003 Courseware developed 1.0 All
and published

11/19/03 | Updated courseware Added steps to research an 2.0 26-36
employee’s eligibility for
enroliment in APERS

11/19/03 | Added new demonstration | Process employer military 2.0 66-69
matching payment

11/19/03 | Added new demonstration | Process employer matching 2.0 70-73
payment for prior fiscal year
delinquent service

11/19/03 | Added new demonstration | Process Employer Interest 2.0 52-54
Payment

11/19/03 | Added new demonstration | Enter Retirement Eligibility Date 2.0 78-83
Infotype 0041
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Version Control Sheet

*+ Course: APERS — Arkansas Public Employee Retirement System

+ Courseware Items: Core Curriculum

« Change Summary:
Changes made to this document are summarized in the following table

Date Change Reason For Change Updated Pages
Version | Effected
11/19/03 | Added new demonstration | Display Actual Cost Line Items of 2.0 84-100
Agency’s Cost Element for
Retirement Expense(KSB1)
02/06/04 | Updated to v2.0 System upgrade - Enterprise 2.0 All
version
03/09/04 | Updated to v2.1 Added additional instruction 2.1 6,7,49 &
52
03/09/04 | Updated to v2.1 Reorganized steps 2.1 5-9
03/09/04 | Updated to v2.1 Added additional information 2.1 43 - 44
01/26/05 | Updated to v2.5 Changed slides from 2 per pg to 1 2.5 All
04/07/05 | Added new demonstration | Payroll B-Vendor Reconciliation 2.5 98-105
Report
03/20/06 | New demonstration Retirement Eligible But Not 2.5 9-27

Enrolled Employees Report

AASIS Support Center
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COURSE DESCRIPTION

Course Title: Arkansas Public Employee Retirement System
Report

Course Code: APERS
Duration: 1 Day
Hours: 7 Hours

Audience: Agency/CLJ Employee Benefits Management;
Agency/CLJ Employee Benefits Specialists, Agency HR/FI
Posting Specialist, State Benefits Plan Administration, State
Benefits Specialist, State HR/FI Posting Specialist, Agency
Payroll Systems Management

Prerequisites:
- Basic PC and Microsoft Windows skills
- AOBN — AASIS Overview and Basic Navigation
- HRBEN — Human Resource Benefits Administration

AASIS Support Center 6
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COURSE OBJECTIVES

» Participants will successfully:
» Understand the reconciliation process between
APERS and AASIS

= Reconcile with the APERS report

= Generate various AASIS reports to calculate and
determine reconciliation validity

= Use PA20 (Display HR Master Data) transaction to
research employee’s eligibility

= Use PA30 (Maintain HR Master Data) to process
delinquent payments and/or interest payments of
employer matching contributions

AASIS Support Center 7
08/06, Revised to V3.5
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16 Step Process for APERS Reconciliation

Steps

Steps

1. Verify employees that are eligible and should be enrolled in
APERS or ASPRS. (ZHRBEN_PARTELIG)

9. Agency Payroll Systems Management personnel must
process the employer matching payment amount thru
Additional Payments/Infotype 0015. (PA30)

2. If the eligible employee is not reflected on the report, write
their name on the APERS report in red ink.

10. Verify employees that are enrolled in APERS but not
eligible. (ZDRP)

3. Prepare and submit the APERS Delinquent Service and
Contribution form.

11. If non-eligible employees are found, write your findings
on the APERS form in red ink.

4. Agency Benefit Specialist personnel will need to enroll the
employee into the appropriate Retirement Plan. (HRBENO0001)

12. Agency Benefit Specialist personnel should terminate
participation of non-eligible employee. (HRBEN0014)

5. Agency Benefit Specialist personnel must enter the
employee’s retirement eligibility date thru Date
Specification/Infotype 0041. (PA30)

13. Verify if payments were made on the employee to
APERS for that reporting month. (ZPYR_BVEN_RPT)

6. Agency Payroll Systems Management personnel must
process an active employee’s employer matching payment
amount for delinquent service thru Additional
Payments/Infotype 0015. (PA30)

14. Verify employee’s earnings, contributions and service
credit. (ZHR_RETI_RECON)

7. Agency’s Payroll Systems Management personnel must
process an active employee’s employer interest payment
amount for delinquent service thru Additional Payment/Infotype
0015. (PA30)

15. For employee’s not listed on the APERS report, write
the employee’s salary amount and service credit on the
APERS report in red ink.

8. For employees returning from LWOP, prepare and submit
the APERS Federal Veterans Re-employment Rights Military
Service Credit form.

16. For employee’s listed on the APERS report but are not
eligible, verify overpayment and write findings on the
APERS report in red ink.

AASIS Support Center
08/06, Revised to V3.5
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Chapter 1

Verify Retirement Eligibility and Enroliment

AASIS Support Center 9
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THINGS TO KNOW

« This report will show employees who are eligible but are not currently enrolled
into any retirement plan.

« To verify employees who are eligible and should be enrolled in APERS

(Arkansas Public Employees Retirement System) or ASPRS (Arkansas State
Police Retirement System), run the Retirement Enrolled and Eligible Employees
Report (ZHRBEN_PARTELIG).

« Before enrolling the employee, check the Work Contract field (Infotype 0001) to
see if it is correct.

* On this report, employees with a X in the Retirement Indicator field are not
eligible to be enrolled into the retirement plan. If the Second Program grouping
field is not NOBN or GENB, you will need to verify the Work Contract field.

AASIS Support Center 10
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THINGS TO KNOW

« To enroll the employee in the appropriate Retirement Plan using HRBENOO0O1
(Enrollment), contact your agency’s Benefits Specialist.

« The employee’s hire date is used to enroll in the appropriate Retirement Plan.
The hire date must be within the current fiscal year.

» If the hire date extends beyond the current fiscal year, the agency must enroll
the employee using the beginning date of the current fiscal year. This will cause
a retro-calculation of the employer matching for that employee.

 The money will be sent to APERS for the employer matching due, from the
beginning date of the current fiscal year. APERS will receive the money in the
current pay period that the transaction was processed.

« The FI Payroll Posting Report — Retirement Reconciliation will reflect the current
employer matching amount and the employer matching amount from the retro-
calculation.

* Prepare and submit the APERS Purchase of Delinquent Service and
Contributions form to them.

AASIS Support Center 11
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Demonstration

- Retirement Eligible But Not Enrolled Employees Report

Special Transactions & Reports (State of Arkansas) >
Human Resources > Benefits >
Retirement Enrolled and Eligible Employees
(ZHRBEN_PARTELIG)

Note: The roles that have authorization to generate this report are Agency/CLJ Employee
Benefits Management, Agency/CLJ Employee Benefits Specialist, Agency HR/FI Posting
Specialist, State Benefits Plan Administration, State Benefits Specialist, or State HR/FI

Posting Specialist.

AASIS Support Center
08/06, Revised to V3.5 ZHRBEN_PARTELIG
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Retirement Eligible But Not Enrolled Employees Report

SCREEN VIEW

STEPS

Menu Edit Favorites Extras System Help

@ zremnearElc B A H CEQ DHEB DDLOo0 BE @D

1a. Enter transaction
code

SAP Easy Access AN 1a
BE| I &8 2|

ZHRBEN_PARTELIG
in the command field

I [ Logistics
[ (L1 Accounting
b [ Human Resources
[ [ Information Systems
= {3 Special Transactions & Reports (State of Arkansas)
[> 1 Materials Management
[» (1 Financial Accounting
< ‘= Human Resources
I 3 Organizational Management
b [ Payroll
[» (] Time Management
7 {3 Benefits
@ ZHRBEMN_PARTELIG - Retirement Eligible But Not Enrolled Employees Report:
t) ZEMP_BEN_STMT - Annual Employees Benefits Statments
2 ZHR_CRT_BY_WT - YTD Totals by Wage Type
') ZPABNIODOT - TRS Inferface
f) ZPABNIO004 - APRP Interface
) ZHR_RETI_RECON - Retirement Reconcilliation
[> (1 Personnel Administration
I (1 Training and Events
P [ Tools

1b

and press Enter

-OR-

1b. Follow the menu
path and double click
on Retirement Enrolled
and Eligible Employees
Report.

| SESSION_MANAGER P sapeqs INS

AASIS Support Center
08/06, Revised to V3.5

ZHRBEN_PARTELIG

13



APERS - Arkansas Public Employee Retirement System

Retirement Eligible But Not Enrolled Employees Report

Program Edit Goto System  Help

SCREEN VIEW

THICEa® BEE D000 HE @

STEPS

Retirement Eligible But Not Enrolled Employees Report

@ [

Furtherselectons | & Searchhelps |

| 5 Org. structure

Key date
@ Today
(1 Other keydate
Key Date

Selection
Personnel number
Employment status =
Business area 3

-

[[<1[>]

o 2

‘o] ol

2. To check on a specific
employee, enter the
personnel number.

3. Enter Employment
status, list or exclude.

(0-Withdrawn, 1-Inactive, 2-
Retiree, 3-Active)

=

Data Selection By OPM Month/Year
OPM Manth
OPM Year

Additional selection

Benefit area us Retirement Indicator On
1st Program Grouping ™

2nd Program Grouping

i)

[

D

[4]
[+]

U | ZHRBEN_PARTELIG P3| sapap0a INS

4. Enter the Business

Area to limit search
(Required for agency roles).

AASIS Support Center
08/06, Revised to V3.5
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Retirement Eligible But Not Enrolled Employees Report

SCREEN VIEW STEPS
AF 1 5. Enter the OPM
& (B I¢OQ SEHE DDOH AR @ m Month and Year.
Retirement Eligible But Not Enrolled Employees Report
D [ Note: Refer to OPM’s
| Further selections || & Search helps | | S  Org. structure % Schedule of Pay periods
Key dafie —| for dates.
@ Today
() Other keydate
Key Date
Selection .
6. Place a check in the
Personnel number H
Employment status ‘Retirement Indicator
e e On’ box in order to view
employees who are
Data Selection By OFM Month/Year Rehire-Retiree or
OFPM Month —
OPM Year D 5 DROP.
Additional selection |
Benefit area us Retirerment Indicator On < 6
15t Program Grouping 1 to E
2nd Program Grouping to H E
(]l [ I[4[+]
| > | ZHRBEN_PARTELIG P sapap09 INS
AASIS Support Center 15
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Retirement Eligible But Not Enrolled Employees Report

SCREEN VIEW

STEPS

Edit Goto

Program

System

Help

| 7. REQUIRED

BB Qe SHE D008 HAE @0

Retirement Eligible But Not Enrolled Employees Report
@ &

&

Further selections

Search helps |

|2

Org. structure

|[«][v]

Key date
@ Today
1 Other keydate
Key Date

Selection
Personnel number
Employment status
Business area

elelel

Data Selection By OFM Month/Year

OFPM Maonth
OPM Year

Additional selection

Benefit area Us Retirement Indicator

1st Program Grouping [ —<— 7 to E

2nd Program Grouping to |E|
[ L[]

[l

> | ZHRBEN_PARTELIG [Z| sapap0@ INS

1stProgram
Grouping must be
entered.

Note: 1st Program
Grouping can be
found on Infotype
0171.

AASIS Support Center
08/06, Revised to V3.5
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Retirement Eligible But Not Enrolled Employees Report

SCREEN VIEW STEPS
Program Edit Goto Systern  Help _' 3 Optional: lf you want
@ 210 a8 SHE Onan BE @ —=— | to search using other
el options such as
Retirement Eligible But Not Enrolled Employees Report Personnel Area or Cost
@ & Center, select t.he
O Further selection to
| Further selections || =3 Search helps | | =3 Org. structure ] choose the desired
Key date ] option.
Optional
S— Note: The 15t Program
";e = - 3 Grouping is a required
Ersannel numiper . .
field and must be filled
Employment status E .
Busi before choosing other
LSINess area E -
options under Further
selections.
Diata Selection By OPM MaonthiYear
OFM Month
OPM Year
Additional selection n
Benefit area Uz Retirement Indicator On
1st Program Grouping = to E E
2nd Pragram Grouping to E E
[l [ I[«][»]
| I | ZHRBEN_PARTELIG P2 sapap0® INS

AASIS Support Center 17
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Retirement Eligible But Not Enrolled Employees Report

SCREEN VIEW STEPS
Program Edit Goto System Help | 8. Select the desired
AR —— | option.
Retirement Eligible But Not Enrolled Employees Report
o R 9 Selecf the
[«] Choose’ arrow icon
| Further selections || & Search helps | | & Org. structure ~ to place your
Key date ] .
S Todar selection from the
Other keydate Selection Options
Key Date field to the Selection
fields side.
Selection
Personnel numher 9 [
Choose Selection Fields ‘ ’
Ermployme =t ' - - - 10. Select ‘Enter’.
Business | |Selection options | | _|Selection fields | |
8 —D|_|Per50nnel area |_|Personnel number
|_|Per50nne| subarea |_|Emp|nyment status
Data Selectii | _|Employee aroup ' |Business area
OPM Montt |_[Employee subgroup [ N [<]
OPM Year |_|Cost center [~] | [+]
Additional se Seiachion | 3 ol
Benefit are
1st Progra E
2nd ProgramBenuaing to (=]
Pt 10 [ D]
> | ZHRBEN_PARTELIG 2| sapeqs INS
AASIS Support Center 18
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Retirement Eligible But Not Enrolled Employees Report

SCREEN VIEW STEPS
Program Edit Goto System Help ' - | 11a. Enter information
& 240 @@ RER OTaA0 IR @M —- | for desired search.
Retirement Eligible But Not Enrolled Employees Report
© & In this example,
o Personnel area was
| Further selections || =] Search helps | | =] Org. structure E selected.
Key date ]
@ Today
() Other keydate Note: For all Personnel
Key Date areas for your agency,
enter the first 2 letters
Selection followed by 2 asterisks (**)
Personnel number = of the agency.
Employment status H i.e. FA**
Personnel area 4— 11b | ( )
Business area f H OR
11a

Data Selection By OPM Maonth/Year
OPM Month

11b. Select the Multiple

OPM Year Selection icon and
enter each Personnel

Additional selection area under ‘Sing|e

Benefit area Us Retirerment Indicator On E values’.

1st Program Grouping [+ to E
LD ]| [ [«][»]
| [ | ZHRBEN_PARTELIG P | sapap09 INS 7

AASIS Support Center ZHRBEN_PARTELIG 19
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Retirement Eligible But Not Enrolled Employees Report
SCREEN VIEW STEPS

| 12a. Enter all the

Program Edit Goto System  Help
Retirement Eligible But Not Enrolled Employees Report APERS Benefit
D & Plan(s) for your
REY UdlE |E|
@ Today = agency.
1 Other keydate B
Key Date @ =
Selection
Personnel number 12b TO Select
Employment status )
Business area more than one
Benefit Plan, select
Data Selection By OPM Month/Year the multiple
OP M Month selection to enter a
QOFM Year
plan.
Additional selection (i.,e. R101, R102)
Benefit area Uz Retirement Indicator On
15t Program Grouping ™ to
2nd Program Grouping to
Benefit plan < 12a | 12b [«]
[+]
an [ I[4][+]

| b [ 517 bl sapeas NS

AASIS Support Center 20
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Retirement Eligible But Not Enrolled Employees Report

SCREEN VIEW STEPS
Program Edit Goto System Help 13. List the
B H I CEQ SHEB DDLD IFEERE @ desired Benefit
Retirement Eligible But Not Enrolled Employees Report Plan codes.
& [
—_— %
[ 14. Select to
©© 2Singlevals | ©O Ranges | @© Singlevals | @® Ranges | Execute.
Options pushbutton... |Single value |ﬁ|
; R101 [ ]
R102
13 | |
. [+]
| [~]
EEI [ <[]
wf s L = T [ Multiple selection. | B3 B %
15t rngram Grauping TG ta =] [
am Grouping to E‘
14 in to [=]
= [ I<][+]
[ | ZHRBEN_PARTELIG P2 | sapegs | INS ./

AASIS Support Center
08/06, Revised to V3.5
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Retirement Eligible But Not Enrolled Employees Report

SCREEN VIEW STEPS
Program Edit Goto System Help - | 15. Select to
(V] B @ ea@ Sl a0 BE @m | ‘Execute’.
Retirement Eligible But Not Enrolled Employees Report
[
| \thherselec’[ions || = Search helps | | & Org. structure %
15
Juier kreydate
Key Date
Selection

Personnel number
Employment status
Personnel area
Business area

Data Selection By OFM Month/Year
OFM Month
OFM Year

Additional selection

Benefit area Us Retirement Indicator On E
15t Program Grouping K to [+]
(]l [ I[«][¥]
| [ | ZHRBEN_PARTELIG ¥ sapap0@ INS
AASIS Support Center
08/06, Revised to V3.5 ZHRBEN_PARTELIG 22
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Retirement Eligible But Not Enrolled Employees Report

SCREEN VIEW STEPS
System  Help ; The employees listed in
v 2B ICEQICHR D00 IRE QB — [heBenefisemor
messages are not eligible
SAP _ or should not be enrolled
s sn bl in the Benefit Plan that is
BB EEEREERER IR PR E L E R being searched for the
Selected Logs (Local Time): 03/23/2006 04:59:18 specified time period.
Ty..| Pers.Mo.|Message Text
- | Eo Eene:p:ans:ounj:orpmgram grnup?ngsjggg;gimg E These are employees in
o benefit plans found for program groupings .
- d progrém grouping = General Benefits (GENB)
[ | Mo benefit plans found for program groupings 1000/GENB .
[+ | Mo henefit plans found for program groupings 1000/GENB or NO Beneflts (NOBN)
[+ | Mo henefit plans found for program groupings 1000/GENB program grou pings_
- | Mo benefit plans found for program groupings 1000/GENB
- | Mo benefit plans found for program groupings 1000/GERNB
i [+ | Mo henefit plans found for program groupings 1000/GENB |
[+ | Mo henefit plans found for program groupings 1000/GENB
[+ | Mo henefit plans found for program groupings 1000/GENB . .
- | Mo benefit plans found for program groupings 1000/GENB After reVlerng the error
- Mo benefit plans found for program groupings 1000/GENB messages, click Continue.
[+ | Mo henefit plans found for program groupings 1000/GENB
[+ | Mo henefit plans found for program groupings 1000/GENB
[+ | Mo henefit plans found for program groupings 1000/GENB
- | Mo benefit plans found for program groupings 1000/GENB
- | Mo benefit plans found for program groupings 1000/GERNB | |
[+ | Mo henefit plans found for program groupings 1000/GENB E
[+ | Mo henefit plans found for program groupings 1000/GENB E
Y @& H % TELIG P sapeas INS
AASIS Support Center 23
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Retirement Eligible But Not Enrolled Employees Report

SCREEN VIEW STEPS
N An explanation of the headings
el D L for this report are as follows:
DIHICEQ CHE 000 PR @m
Retirement Eligible But Not Enrolled Employees Report Plan - The Benefit Plan
selected for the search. (i.e.
Retirement Eligible But Not Enrolled Employees Report Sggetfiéglan - The agency’s
ype.

Key date 03/23/2008

Benefitarea LS State of Arkansas-US . :
PA - This is the employee’s

FlanABenefit plan JUPA N FPers N Mame mmceneral Benefits Stari General Benefits End LatestHireDate@ Personnel Area.

R102|APERS Cont |FA01 1000 |ALLB|01/29/2006 12/31/9999 06/110/2001 []

R102 FAD1 1000 |ALLB|01/29/2006 12/31/9999 0610/2001 [/ | This information is found in the
R102 FAD1[1 1000 |ALLB|12/21/2001 12/31/9999 0610/2001 ]| Organizational Assignment

R102 FADT 1 1000 |ALLE|07/01/2008 1273119999 06M02001  |X (Infotype 0001).

R102 FAO[1 1000 |ALLB|01/01/2002 12/31/9999 06/10/2001

R102 FAD4[1 1000 |ALLB|09/01/2001 12/31/9999 06/10/2001 Pers, No. — The employee’s
R102 FAO4[1 N [1000 [ALLB[07/21/2001 12/31/9999 06/10/2001 personnel number.

R102 FAD1[1 = [1000 [ALLB|07/01/2005 12/31/9999 06/10/2001

R102 FAD4[1 1000 |ALLB[10/01/2003 12/31/9999 0611012001 X Name - This is the

R102 FAD31 ELL/1000 |ALLB|06/10/2001 12/31/9999 06/10/2001 employee’s name as

R102 FADZ|1 KI [1000 |ALLB12/04/2005 12/31/9999 06/10/2001 reflected in the system.

R102 FAD[1 1000 |ALLB|08/18/2001 12/31/9999 06/10/2001 o o _
R102 FAD4[1 R..1000 |ALLB|02112/2002 12/31/9999 06/10/2001 E This information is found in
R102 FAD3[1 1000 |ALLB|06M0/2001 12/31/9999 061012001 o the Personal Data (Infotype
i | [C[] | 0002).

AASIS Support Center 24
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Retirement Eligible But Not Enrolled Employees Report

SCREEN VIEW

STEPS

oo Views Seftings

B¢ DHEIODLD BRI Qr

Systern Help

An explanation of the headings for
this report are as follows, continued:

Retirement Eligible But Not Enrolled Employees Report

1st PG — 1st Program Grouping
— This is the text of the

FNEAFF QO BERATR BHad employee’s first Program
Grouping, (i.e. ASE General —
: o Arkansas State Employee).
Retirement Eligible But Not Enrolled Employees Report This information is fzur{d ir), the
Keydate 03232006 General Benefits Information
Benefitarea LS State of Arkansas-US (Infotype 0171).
Plan Beneﬂtplan...‘ @ eneral Benefits Starf General Benefits End Latest Hire Date Ret.
R102|APERS Cont [FAQ1[f~=io=rmnn 1000 [ALLB01/29/2006 12/31/9999 06/10/2001 4| 2PG - 2" Program Grouping -
R102 FA01 1000 [ALLB01/29/2006 12/31/9999 06/10/2001 Il This is the text of the
R102 FAD1 1000 |ALLB{12/21/2001 12/31/9999 08072001 —] employee’s Second program
R102 FAQ1 1000 |ALLB|07/01/2005 12/31/9999 06102001 [X grouping, (i.e. All Benefits).
R102 FAQ1 1000 |ALLB|01/01/2002 12/31/9999 0610/2001 This information is found in the
R102 FAO4| 1000 |ALLB]09/01/2001 12/31/9999 0610/2001 . .
R102 FAO4| N [1000 [ALLB[07/21/2001 12/31/9999 06/10/2001 General Benefits Information
R102 FADT 1000 |ALLB 0710112005 12/31/9999 06102001 (Infotype 0171). The cross
R102 FAO4| 1000 [ALLB/10/01/2003 12/31/9999 061012001  [X reference of the 1st and 2nd
R102 FAQ3 LL[1000 [ALLB|06H0/2001 12/31/9999 06/10/2001 Program Groupings places
R102 FAD2 | {1000 |ALLB|12/04/2005 12/31/9999 0610/2001 every employee into a benefit
R102 FAQ1 1000 |ALLB|08118/2001 12/31/9999 0610/2001 group. The benefit group
R102 FAD4 R..[1000 [ALLB(02112/2002 12/31/9999 0610/2001 <] | shares a common set of Benefit
R102 FAO3 1000 |ALLB]06/10/2001 12/31/9999 06/10/2001 <l Plan options and Eligibility
D] ! D | Criteria in the system.

AASIS Support Center

08/06, Revised to V3.5 ZHRBEN_PARTELIG
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Retirement Eligible But Not Enrolled Employees Report

SCREEN VIEW

______ System  Help

2O H QR SHE fhaD BE Qm

STEPS

| An explanation of the headings
W for this report are as follows,
continued:

Retirement Eligible But Not Enrolled Employees Report

General Benefits Start —

@a9T @ asATh @EEs O This date reflects the
employee’s eligibility begin
Retirement Eligible But Not Enrolled Employees Report date or the date a change
was made in employee’s
Keydate  03/23/2008 benefits.
Benefitarea U3 State of Arkansas-US
Flan Eeneﬂtplan...‘w Pers...|Name General Benefits Sta@@5eneral Benefits End)Latest Hire Date Ret. This information can be found in
R102/APERS Cont |FAO1 T f e — 061012001 [+]|| the General Benefits (Infotype
R102 FAO1 1000 |ALLB|01/29/2006 12/31/9999 061012001 =l 0171)
R102 FAO1[1 1000 |ALLB[12121/2001 12/31/9999 061072001 -
R102 FAO1[1 1000 |ALLB|07/01/2005 12/3119999 061012001 X .
R102 FAD1 1000 |ALLB/01/07/2002 1273119999 06102001 General Benefits End -
R102 FAD41 1000 |ALLB|09/01/2001 12/3119999 06H0/2001 This date reflects the
R102 FA04[1 N (1000 [ALLB|07/21/2001 12/3119999 06/10/2001 employee’s eligibility end
R102 FAO1[1 1000 |ALLB|07/01/2005 12/31/9999 061072001 date.
R102 FA04[1 1000 |ALLB|10/01/2003 12/3119999 061012001 X
R102 FA031 LL[1000 |ALLB|0GM0/2001 12/31/9999 06/1012001 o _
R102 FADZ[1 | [1000 |ALLB/12/04/2005 1213119999 06M0/2001 Note: Active infotypes contain
R102 FAOI[T 1000 |ALLB|08M8/2001 12/31/9999 06M0/2001 an end date of 12/31/9999.
R102 FAO4[1 R.[1000 [ALLB|0211212002 12/31/9999 061072001 O
R102 FA03[1 1000 |ALLB|06/10/2001 12/3119999 061012001 o
D] [ [«D]
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Retirement Eligible But Not Enrolled Employees Report

SCREEN VIEW STEPS
System Help . An explanation of the headings for
e 4 this report are as follows, continued:
& A HCaQ DHE L0 BE @m —_
Retirement Eligible But Not Enrolled Employees Report Latest Hire Date — This is the
- most current hire date for the
G AFT e BEaTR EEE O
employee.
Retirement Eligible But Not Enrolled Employees Report Ret. Ind. — Retirement
Keydate 03232006 !ns:hca}or — Indicated with an
Benefitarea U3 State of Arkansas-US X’, this column reflects a
Benefitplan.. “/PA |Pers..|N 15t PG|2.PG| General Benefits Start General Benefits E tHi DROP action or a Rehired
ENEMt plan... ers...|MName 5 . eneral genefs olar aeneral genemnts R . .
etiree action processed on an
R102/APERS Cont |FAQ1 1000 |ALLB|01/29/2006 12/31/9999 I 4] | P
FAD1 1000 |ALLB[01/29/2006 12/31/9999 06/10/2001 ||| €mployee.
FAQ11 1000 [ALLB[12/2112001 12/31/9999 06/10/2001 -
FAQ11 1000 [ALLB[01/01/2002 12/31/9999 06/10/2001 found in the Action Infotype (0000).
FAO4|1 1000 |ALLB|02/01/2001 12/31/9999 06/10/2001
FAD4[1 1000 |ALLB|07/2112001 12/31/9999 06/10/2001 .
FAD11 1000 |ALLB[07/01/2005 12/31/9999 06/10/2001 The code for DROP is 28
FAD4[1 1000 |ALLB[10/01/2003 12/31/9999 06M0R001 X The code for Re-employment of
FA31 LL{1000 |ALLB[06M0/2001 12/31/9999 06/10/2001 Retiree is Z6.
FAO2)1 | [1000 [ALLB[12/0412005 12/31/9999 06/10/2001
FAD11 1000 |ALLB|03H2/2001 12/31/9999 06/10/2001
FAD41 .|1000 [ALLB[02112/2002 12/31/9999 06/10/2001 «/| NOTE: Concurrent Employees will
FAOH 1bes e 1000 |ALLB|06M0/2001 12/31/9999 06102001 +[lf| not be reflected on this report for the
I W] secondary employer.
AASIS Support Center 27
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THINGS TO KNOW

« Use transaction PA20 (Display HR Master Data) to display infotypes to research
employee’s eligibility.

AASIS Support Center 28
08/06, Revised to V3.5
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Demonstration

- Research Employee’s Eligibility for Enroliment in AASIS

Human Resources > Personnel Management > HR Master Data >
Display
(PA20)

Note: The roles that have authorization to generate this report are Agency/CLJ Employee
Benefits Management, Agency/CLJ Employee Benefits Specialist, Agency HR/FI Posting
Specialist, State Benefits Plan Administration, State Benefits Specialist, or State HR/FI

Posting Specialist.

AASIS Support Center

08/06, Revised to V3.5 Research Eligibility
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' APERS - Arkansas Public Employee Retirement System
Research an Employee’s Eligibility for Enroliment in APERS

SCREEN VIEW STEPS

| 1a. Enter transaction code
- | PA20 in the command field
| and press Enter

-OR-
= 1b. Follow the menu path
= Favorites .
P&40 - Personnel Actions and double click on

P30 - Maintain DISD|GY-
PAZO- Display
= 11 AP menu
[ 1 Office
> [ Logistics
[ [ Accounting
= ‘4 Human Resources
2} PRMOT - Manager's Desktop
< {3 Personnel Managerent
= |3 Administration
% 3 HR Master Data
) PA40 - Personnel Actions ||
2 PA3D - Mairtain

@ pazoe— 12 [0 0 CR0 CHEB ODOD DR Q@
SAFP Easy Access AASIS MENU
BE| & B2 - a

|[« ][]

1b
£ PA10- Personnel File
2 PATO - Fast Entry
2 PA4Z - Fast entry; Actions
I» L3 Info Systerr
[» [ Tools
I» [0 Settings ]
B [ Recruitment 5]

AASIS Support Center T 30
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Research an Employee’s Eligibility for Enroliment in APERS

STEPS

| 2. Enter the employee’s
personnel number in the

‘Personnel no.’ field.

SCREEN VIEW
& A @ER S Ohoan HEE @0
DisplautiB ilaster Data
b R 4
Perzonnel no. b 2
Mame Lois Moulder
EE group 1 Regular State .. Pers.area Faa2 AEGOM Building, Suite ..
EE subgroup UE Employes Cost Center 383210 DF&

Personal Data | Addfl Employee Data | Employmentlssues | CareerManage...|), [([»[Z

Infotype text |E|D Period
s ¥ [ | ® e
Personal Data W Fr. To
anizational Assignment v ) Today ) Currweek
3 esses W Oan () Gurrent manth
joeit Pay 4 () From curr.date ) Lastweek
__|Family MemberiDependents v () To current date () Last month
_|Residence Status v || | O currperiod ) Current Year
_|ndditional Personal Data ¥ 4] [ Choose
| |Communication [*]
Direct selection
Infotype aTy

3. Select the Actions
Infotype.

[EREY

Note: The Actions infotype
displays all actions such as hire
date, eligibility date, etc.

4. Select the ‘Maintain
Overview’ icon.

NP

AASIS Support Center
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Research an Employee’s Eligibility for Enroliment in APERS

Infotype  Edit Goto  Esxtras

SCREEN VIEW

Systern  Help

STEPS

5. View the action type

& aj<a B ?@Q SHE ODOO BRE @0 - | history of the employee.
Overview Actions Thg agency will need to
& 6 verify if the employee was
= eligible for APERS on the
Pers No. B day they were hired.
hlame Lois Moulder
EE group 1 Regular State Ern.. Personnelar  FAG2 AEGOM Building, Suite 214N E / th |
EE subgroup  UE Emplovee 55N 126-60-6370 h.orde?(ampfe,llw.as € erlnp oyee
Choose  B1/B1/18008  to 1243149399 |re. ,'nto atu -tlm.e regular state
position or a part-time state
: position? The action type history
S *‘ ill reflect the employee’s Hire
ratandate End Date  |Act. |Action Type ActR |Reason fAction EalEs Sﬂ \(,jwt ploy
0B/23/2003 12/31/9989 [FF  [Hire 01 |New Hire 0 3 1 [ ate.
! 6. Select to Exit
5
]
| [+]
o |[«][¥]
Entry 1af 1
4 7
AASIS Support Center .
Research Eligibility
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' APERS - Arkansas Public Employee Retirement System
Research an Employee’s Eligibility for Enroliment in APERS
SCREEN VIEW STEPS

| 7. Select the Organizational
Assignment Infotype.

@ A HICEQ CHE DO HE @M
Display HR Master Data

The Organizational Assignment

byl 2 infotype reflects the EE group, EE
_PI.C:nnnelno. ; 4] subgroup,. Persorjnel area qnd
, [*] Contract field which determines the
8 Lo1s fouiler | 2nd program grouping found in the
S 1 RegularState .. Pers.area Fi02 AEGOM Building, Suite . General Benefits Information
EE subgroup E Emmployee Cost Center 383210 DF&, infotype.
Personal Data h Addtl. Employee Data k Employment lssues L CareerManage...“, Em N y .
8. Select the ‘Display’ icon.
Infaotype text |E|D Period
Actions ¥ [ ||| ®Period NOTE: If the EE group or EE
Personal Data v’\ Fr. To subgroup need to be corrected,
Organizational Assignment & | || | OToday O Cumweek contact OPM/Class & Comp.
Addresses 4 O O Current manth
o VI ||| OFomeunate O Lastweek If the Personnel area and Contract
7 Rl VIl ||| OTocunentdate O Lastmontn field need to be corrected, contact
”””” dence Status 4 L[ | O Gurr period () Current Year your agency’s Personnel ,
}Additinnal Persanal Data V[« Choose Management or Personnel
Comrmunication [+ Specialist.
Direct zelection
Infotype Actions aTy [
[4]
[+]
| 4/
9935 : 5\2223 tge\?;eg Research Eligibility 33
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Research an Employee’s Eligibility for Enroliment in APERS

Infotype  Edit Goto  Exras

System Help

SCREEN VIEW

IBGEe SEE QD08 IHE QE

Display Organizational Assighment

B A%\ Org Structure

STEPS

Personnel Noj i Name Lois Mo. Status  Active
EE group 1 Reqular State Em.. Personnelar  FAE2 AEGON Building, Suite 2140
EE subgroup Employee 55N 126-60-6870
Start SIRYP003 fp 1213178988 Chng 1200772003 PNORR
9
Enterprise suavaey
CoCode BRE  State of Arkansas Leg.perzon
Persares  FADZ  DFA Subarea  MEL1  NOTExASHB
Cost Cir 383210 DFA Bus Area 0610 DEPT QF FINANCE AND ..
Personnel structure
EE araup 1 Regular State Empl. Payrarea 11 Atkansas Bi-Weekly
EEsubgroup UE - Employee Contact 1000 Hoursivear === 1)
Qrganizational plan Administrator
Percentage 100,00 Pershdmin 100 David Foster
Fasition 22077003 ANG Time 181 Diane.J. Blakely
INTERMALAUDITAS.. | PayrAdmin 102 KenWilliams
Job key 21668072 ADZE
INTERHAL AUDIT AS..
Exempt E

[ER|IE]

9. View the EE group field for the following:

1 =Regular State

* 7 = Extra/Seasonal
+ 8= Supplemental Pos.
+ 9 = State Contract Employee

The EE Subgroup further defines the type of
employee.

If the EE group field needs to be corrected, contact
OPM/Class & Compensation.

S Eal

10. View the Contract field for the following:

0-19 Hours = These employees work 19 hours or
less a week and are not eligible for any benefits.

1000 Hours/Year = These are full-time
employees who are eligible for all benefits.

80+HR/MO, 3MO = These employees work 80
hours or more a month for 90 consecutive days or
more and are eligible for retirement only.

<80+HR/MO, 3MO = These employees work less
than 80 hours a month for 3 months or less and are
not eligible for any benefits.

AASIS Support Center
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APERS - Arkansas Public Employee Retirement System

Research an Employee’s Eligibility for Enroliment in APERS

SCREEN VIEW STEPS

10cont. View the Contract field for the following,
continued:

Display Organizational Ag™

t DROP 1000 Hrs Yr - Employees enrolled in

H B A onstuture 11 Deferred Retirement Option Plan that works 1000
E or more hours per year.

Personng o; i Name Lois Mo. Gtatus  Active g
EE group 1 RegularState Em.. Personnelar  FAA2 AEGOM Building, Suite 2140 RehirRet 1000 Hrs Yr Employee is retired in

LE GEN 126-60- G370 . ..
EE subgroup = Employee the same Retirement Plan of the hiring agency
Start 0642372003 1o 12431159399 Chng 12/07/2003 PNORR and Working 1000 or more hours per year
Enterprise structure L
CoCode BRK  State of Arkansas Len.person Note: The_above employgfes are e“glble fo'];
Persares  FAB  DFA subaea  NELT  NOTEXASHB eRnrtQIImenttlg He?_l:h and Life Plans but not for
Cost Ctr 28310 DFA Bus. Area B0 DEPTOF FINANCE AND .. elirement Benetts.
Personnel structure DROP<20 Hrs Wk - Employee enrolled in
EEgroup 1 Regular State Empl. Payrarea 11 Arkansas Bi-weekly Deferred Retirement Option Plan that works less
EE subgroup UE  Employes Confract 1000 HoursiYear o 10 than 20 hours per week.
Organizational plan Administrator RehirRet < 20 Hrs Wk - Employee is retired in
Percentage  180.00 Persadmin 108 David Foster the same retirement plan of the hiring agency and
Fosition 22077003 AD26 Time 101 Diane J. Blakely working less than 20 hours per week.

INTERNALAUDITAS.. | Paythdmin 102 Ken'Williams

21663072 ..

Job ke ALZD Note: The above employees are not eligible for
[NTERMAL ALIDIT AS.. E anv Benefits
Exerpt E [v]
1/

AASIS Support Center
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Research an Employee’s Eligibility for Enroliment in APERS

SCREEN VIEW STEPS
R 2 Edt Goto Exras Utiifies Sefings System Help 12. Select the Benefits tab.
V] B1AHCEQ CHE DN BR QR
13. Select the General Benefits
@8 Disniay HR Master Data ; SN
Information infotype.
wd— 14
Personnelno.  f E The General Benefits Information infotype is
o Lois Moulder —=| created in the background using information from
EE group 1 RegularState . Pers area FAA2 AEGON Building, Suite . the Orgamlzan_onal Assignment infotype when an
EEcubgoup  UE Emploee  CostCenter 393210 employee is hired, transferred, promoted, or
demoted.
// Emplayment ssues L Career Mananement " Beneits h Payroll L Tanes |h Em
14. Select the ‘Display’ icon.
| Infotype text . | [Perind
General Benefts nformafion; ¢ [ || ©Perind
Family MemberDependents W Fr. To
13 ment Reasons #| ||| OTaday () Currwaek Note: If the EE group or EE subgroup need to be
 Plans OMT O Curert month corrected, contact OPM/Class & Comp.
Insurance Plans COFramcurdate O Lastwesk
Savings Plans OTocunentdate O Lastmanth If the Personnel area and Contract field need to
et il it ||| O Cumpering O Current Year be corrected, contact your agency’s Personnel
e [4 Choose Management or Personnel Specialist.
COBRA-Qualified Beneficiary E
Direct selection
Infotype STy [
[4]
[+]
| 4/
AASIS Support Center Research Eligibility 36
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Research an Employee’s Eligibility for Enroliment in APERS
SCREEN VIEW

STEPS
15. View the 2" Program grouping

Infotype  Edit Goto  Edras  System  Help

& al g o B @ field for the following information:
Display General Benefits Infor*aﬁon
giale ALB9 - All Benefits-AOC
16 (Administrative Office of the Courts)
Personnel No: B Marrie Lois Mo. Sfatus  Active
EE aroup 1 Regular State Em.. Personnelar  FAG2 AEGON Building, Suite 2150 .
EE subgroup  UE Employee saN 126-60-6870 ALLB - All Benefits
Start O6/23/2002 to  12/31/9999  Chng 12/B7/2003 PNORR

(Regular state employee)

i3eneral Benefits Infarmation . ..
GENB - General Benefits Eligible.
Benefit area s State of Arkansas-US

1stProgram Grouping 1080 ASE General Employee is eligible for health and
Ind Program Grouping  ALLE  All Benefits G 15 life benefits, but not retirement

NOBN - No Benefits

RETI - Retirement Only
If the 2" Program grouping

information needs to be corrected,
contact EBD.

16. Click back arrow.

AASIS Support Center o
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Research an Employee’s Eligibility for Enroliment in APERS

SCREEN VIEW STEPS
HE masterdata  Edit Goto Earas  Utilities Seftings  System  Help 17 SeleCt the SaVIngS Plan
& infotype.
Display HR Master Data
&3 The Savings Plan infotype will
= have a green check mark to the
Narme Lois Moulder =l| in a Retirement Plan and/or a
EE group 1 Regular State .. Pers.area FaB2 AEGOM Building, Suite .. Deferred Compensation Plan.
EE subgroup UE Ernployee Cost Center 383210 DFA
// Employment Issues h Career Management " Banefits h Fayroll h Taxes “I mm
| infatype text E.|_| [Period
_|General Beneflis Information ¥ [ || | ®Period
_Famil\,r MemhernDependents o Fr. To
|_|Adjustment Reasons 14 ) Today O Currweek
|_|Health Plans [@FN (J Current rmonth
_InsurancePIans () Fram curr.date () Last weak
Savings Plansi ) To cutrent date () Last month
Flexihle Spending Accounts O curr.petiod () Current Year
Donofits Medical Information E | Chonse
17 IR&-Gualified Beneficiary E
Lieut selection
Infotype General Benefits Infarmation aTy [
[+]
[+]
| 4/
AASIS Support Center Research Eligibility 38
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Research an Employee’s Eligibility for Enroliment in APERS

SCREEN VIEW STEPS
,_ R i In this example, the employee
HE master data  Edit Goto  Extras  WHilities  Seftings  System Help g was never enrolled in a
E u - .

@ 2N Ce@ SHE aDnasd 2 @ Retirement Plan or Deferred
Display HR Master Data Compensation Plan. The

a2 employee was eligible to be

— enrolled in APERS on their Hire
Personnelno. % date of 06/23/03 because the
EE group 1 Regular State .. Pers.ares Fip2 AEGOMN Building, Suite . Hours/Years and the General
EE subgroup UE Employes Cost Center 383210 DFA, Benefits Information infotype
reflected ALLB.

_ Employmentlssues | CareerManagement = Benefits | Payrall | Tawes ||, [{[r[=
Dlnfuwpetext |E|D Perind

__|General Benefits Informatian # | || | ®Period

_|Family Member/Dependents o Fr. To

| |Adiustment Reasans v ) Today ) Currweek

|_|Health Plans CIA11 O Cutrent manth

_InsuranceF‘Ians ) Frarm curr.date () Lastweek

| |Savings Plans: () To current date () Last month

_|Flexible Spending Accounts O Curr.petiod O Current Year

| |Benefits Medical Information @ | Chanse

_COEIRA—GuaIiﬂed Beneficiary E|

Direct selection

Infotype General Benefits Information 5Ty I:

[+]
[+]
| 4z
AASIS Support Center .
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Research an Employee’s Eligibility for Enroliment in APERS

SCREEN VIEW STEPS
In this example, the employee

HE master data Edit Goto Exras Utiliies Seftings System  Help " was enrolle df:T a’ Retirenﬁ)en);
Y 20 HICee CHE DDon PR @ Plan
Maintain HR Master Data

D« D@al R
Personnel no. 4 %
MName Robin Smith —=
EE group 1 Reqular State .. Pers.area FAQ4 DFA
EE subgroup UE Employee Cost Center 383225 SCI-FI

Employment lssues | CareerManagement ~ Benefits | Payroll | Taxes ||I (4] =]

" [infotype text E.J[_|| [Period

|_|Genera|Eleneﬂtslnformatinn 4 : @ Period

|_|Fami|5rrﬂemberIDependents Fr. To

|_|Adju5tmentReasnns 4 ' Today I Currweek

' |Health Plans 4 ATT () Current month

|_|In5uranceF'Ian5 ¥ 'From curr.date ' Last week

|_|E'=.1!".‘."!Q~?..F.'.|§U§5 v ' To current date ' Last month

|_|F|exib|e Spending Accounts ) Curr period Cimrest Tear

|_|E|eneﬂt5 Medical Information E | Choose

| |cOBRA-Qualified Beneficiary B

Direct selection

Infotype General Benefits Information STy [

[+]
[+]
| Y
AASIS Support Center Research Eligibility 40
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Research an Employee’s Eligibility for Enroliment in APERS

SCREEN VIEW STEPS
Infotype  Edit Golo Extras System Help ] | In this same example, Verify
& al g QR OHE Ono8 B @ that the Start and End date are
—— correct.
List General Benefits Information
O O ad
Personnel Mo 4 MName Robin = Status Active
EE group 1 Regular State Em.. Personnelar FAG4 DFA
EE subgroup  UE Employee 55N 126-60-5871
B Choose a1 /o1 .*1899@&; 12/31/9999 STy,
/\
<'r:Startdate End Date ‘henﬁ«rea Description 1stPGrpg  |2nd PGrpg  |Lock |D|
L [12/08/2003 12/31/9999 JS State of Arkansas-LUS 1000 ALLB E|
N [+]
N [+]
[«[]] [«][+]
Entry 1o
4 7
AASIS Support Center . 41
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THINGS TO KNOW

 The agency’s Personnel Administrator must enter the employee’s correct
retirement eligibility date through transaction PA30 (Maintain HR Master Data)
on the Date Specification Infotype 0041 when the employee should have been
enrolled in APERS in a previous fiscal year.

AASIS Support Center 42
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Demonstration

- Enter Retirement Eligibility Date in Date Specification Infotype
0041

Human Resources > Personnel Management > Administration >
HR Master Data > Maintain
(PA30)

Note: The role that has authorization to process this transaction is the Agency/CLJ Benefits Specialist.

AASIS Support Center
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Enter Retirement Eligibility Date in
Date Specification Infotype 0041

SCREEN VIEW STEPS
Menu Edit Favarites Eras  System  Help . 1a. Enter transaction code

A QO DHB ANAD DE @ - | PA30 in the command field
1a : and press Enter
S MENU

BE & EE 2

-OR-

7 (3 Favorites
P&40 - Personnel Actions )
P30 - Maintain 1b. Optlonal - Follow the
PA20 - Display menu path and double click

7 {4 AP menu f )
b [ ofiice on Maintain.

] Logistics
> ] Accounting
3 Human Resources
) PPMOT - Manager's Deskion
5 3 Personnel Management
5 {3 Administration
7 4 HR Master Data
) PA40 - Personnel Actions 1b

[e][»]

) PA20 - Display
2 PA10 - Personnel File
£ PAT0- Fast Entry
) PA42Z - Fast ertry: Actions
> ] Info Systerm
[» L1 Tools
> ] Settings
[ [ Recruitment

R[]

[ | BESSION_MANAGER PEl sapedv OVR

AASIS Support Center
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Enter Retirement Eligibility Date in
Date Specification Infotype 0041

SCREEN VIEW STEPS

| 2. Enter the employee’s
| personnel number.

Litilitie= Help

System

Extras Settings

Maintain HR Master Data

Og4 nodalL 3. Select the ‘Additional

T Employee’ Data tab.
Personnel no. 12055 G 2 %
Marme 5 1y Jalley -
EE graup Regular State . Pers area CRO1 Adrmiristrative Offices 4a. Select the Date
EE subgroup UE Employee 3 B 340501 509 Directar Of.. Specifications infotype.
| — h : {008 R
Personal Data Addtl. Employee Data Employment lssues Career Manage. . .
- 4b. Optional - Enter the
Infatype tex E|_| [Period Date Specifications
Manitaring of Tagks W[ || | ®Period infotype number 0041 in
Travel Privileges v Fr. To the infotype field.
Internal Data 4 ) Today ) currwesk
bate Specificafions W O () Current manth
hiects on Loan (I Fram curr.date () Lastweek 5. Select ‘Copy’_
al Medical Senice () To current date () Last month
Anae || | O Currperiod ) Current Year
[4] | Choose
- :
Direct selection
0041
Infotype 5Ty
t
| 4b U | PA30 PE sapedv OVR

AASIS Support Center
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Enter Retirement Eligibility Date in
Date Specification Infotype 0041

SCREEN VIEW STEPS
Infotype  Edit Goto  Estras  System Help 6- Enter a date |n the
& = eEe FE @m —— current pay period.
Copy Date Specifications
= 7. In an empty Date type
IS : :
field, click on the drop-
Personnel Mo 42056 MName Holly J. Status  Active down icon.
EE group 1 Regular State Erm.. Personnel ar  CRO1 Administrative Offices
EE subgroup  UE Employee 55 322-14-FATH
Start [ 18720041 ta 12431499499
Diate Specificatior
Diate type 6 Date Date type Date
21 Original Hire Uate 1140972003 Z2 Career Senice Date 11408/2003
Z3 Latest Hire Date 1170872003 Z4 Leave Accrual Date 11/89/2003
7

[ | Pa30 bel | sapedv | OVR

AASIS Support Center
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Enter Retirement Eligibility Date in
Date Specification Infotype 0041

SCREEN VIEW STEPS

8. Double click on
‘Retirement Elig Date’
from the list.

Infotype  Edit Goto B System  Help

Restrictions |

Pi—
El 3
MR EEIEEE
¢DT | Date tyne |
£} Career Service Date
I £3  LatestHire Date
|24 Leave Accrual Date

[ Date
AZ5  LastWaorking Day —

11/09/2003
125 LastrayDate te Date

EZ? vosting Dato al Date 11/08¢2003
Z9 Per Eval. Date

ZA CLIP Date

fB  Trooper Eff. Date

£C Med. Care Rel Date
ZD Graduation Date

ZE Annivarsary Date

ZF  Death Date

ZG DROP Start Date

ZH DROPEnd Date

7l 5TAR Start Date

Zl STAREnd Date

ZK |Retirement Elig Date |

Artive

linistrative Offices

[« [>]

<« 8

| (]

[ 20 Entries Found D | PA30 MEl | sapedv  OVR 7

AASIS Support Center
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Enter Retirement Eligibility Date in
Date Specification Infotype 0041

SCREEN VIEW STEPS

Infotype  Edit Goto Esxras  System  Help 9- Enter the em p|0yee’S

& 200 Cae HiEl @ | retirement eligibility date.
any Date Specificatiops
10 | 2 11 10. Select ‘Enter’ twice.
> After clicking Enter the
Fersonnel Mo 42956 Marme Holly J.. Status Active f tt th
EE group 1 Regular State Em.. Personnel ar  CRO1 Administrative COffices “IrS Ime, e message’
EE subgroup  UE Employee 35N 322-14-7878 Record valid from (date) to
Start 817182004 o 1273179939 (date) delimited at end” will
appear. When clicking
Date Specifications Enter the second time, the
Date type Date Date type Date messaae. “Save vour
Z1 Original Hire Date 11/09/2002 £2 Career Service Date 11/09/2002 . 9 ’ y
73 Latest Hire Date 11409/ 2002 74 Leave Accrual Date 118372002 entries” will appear.
2K 11109/ 2002|[3)
11. Select ‘Save’.
9
U |Pa30 P2 sapedy OVR
AASIS Support Center
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THINGS TO KNOW

« To verify employees that are enrolled in APERS but are not eligible due to
termination, retirement or in the DROP, run the Employees Enrolled in APERS
Plan Who Aren’t Eligible Report (ZDRP).

« Itis recommended that this report be run before payroll is processed.

« This report will reflect employees who have had a Personnel Action processed
in AASIS for Termination, Retirement, DROP or Terminate Concurrent
Employment and who are currently enrolled in an APERS Plan.

« If an employee is reflected on the ZDRP report as being enrolled in APERS but
is not eligible due to the employee being enrolled in DROP, terminated, etc., find
the employee’ name on the APERS report and write your findings on the APERS
form.

« To terminate participation of an employee in APERS through transaction
HRBENOO14 (Termination of Plan Participation) contact your agency’s Benefits
Specialist.

 The employee’s last day of eligibility for the Plan is used to terminate
participation. The termination date must be within the current fiscal year.

AASIS Support Center 49
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APERS - Arkansas Public Employee Retirement System

THINGS TO KNOW

« If the termination date extends beyond the current fiscal year, the agency must
end the APERS Plan using the beginning date of the current fiscal year. This will
cause a retro-calculation of the employer matching for that employee back to the
beginning of the current fiscal year.

« The APERS Plan should be ended with the beginning date of the current fiscal
year when the employee’s last day of eligibility for the Plan is in a closed fiscal
year.

« Contact APERS if a refund is due to the Agency for the closed fiscal year.

AASIS Support Center
08/06, Revised to V3.5
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' APERS - Arkansas Public Employee Retirement System

Demonstration

- Employees Enrolled in the APERS Plan Who Aren’t Eligible Report

Transaction
(ZDRP)

Note: The roles that have authorization to generate this report are Agency/CLJ
Employee Benefits Management, State/Agency/CLJ Employee Benefits Specialist,
State Benefits Plan Administration, State Benefits Plan Management.

AASIS Support Center 51
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APERS - Arkansas Public Employee Retirement System

Employees Enrolled in APERS Plan
Who Aren’t Eligible Report

SCREEN VIEW STEPS

Menu  Edit Favorijpeedgs System  Help = | 1. Enter transaction code
Glord == 1 } 00 CA0 2B DDN0 BE Q@ — ZDRP in the command field
and press Enter.
SAP Easy Access AASIS MENU
B® B EB 2| v a Note: You may want to

add the transaction code to
your favorites.

< {3 Favorites
PA4D - Persannel Actions
PA30 - Maintain
PAZ0 - Display
< {3 BAP menu
B [ Office
b [ Logistics
B [ Accounting
B ] Human Resources
B [ Informiation Systemns
b (3 Special Transactions & Reparts (State of Arkal
b [ Tools

AASIS Support Center
08/06, Revised to V3.5 ZDRP 52
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Employees Enrolled in APERS Plan
Who Aren’t Eligible Report

SCREEN VIEW STEPS

Program Edfit Goto System  Help & —— 2. Select ‘Today’.
(V] 0BG BEE 8000 FHE @0
Employees ed in APERS FPlans Who Aren't Eligible 3. Select ‘Further
G )= Selections’ to run the report

with other options, such as
Business area or Personnel

| Further selections ||E> Search helps ||Ei> Sart ardat |

Feriod
"WTnda\,r ------------------------------------------------ i (O current month ) Current year area (S)
_JUp to today ) From taday
- petiod
2 3 Selection Period To
rersan selection period To

| Payrall period

Selection
Personnel number
Employment status
Company Code
Payroll area
Pers.arealsubareaicost cente

Employes groupfsubgroup

an| mann
| d 7

AASIS Support Center
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APERS - Arkansas Public Employee Retirement System

Employees Enrolled in APERS Plan
Who Aren’t Eligible Report

SCREEN VIEW STEPS
Program Edit Goto Sys 4. Select an option from the
listing.
5. Select the Choose
button.
| Further selections || 5 Search helps || =] Sart arder
Period
IORGEEY (= Choose Selection Fields 5 _ 6. Select Enter.
':::I Upto DSeIectiun options | | l DSeIectiunﬂelds | |
() Other _Actinn type E _F‘ersnnnelnumber E
Data __|Reason for action E __|Employment status E
Pers _|Customer-specific status | __|Company code
P4 _Special payment status _F'ayrrull area —
4 ——— _F‘ersunnelarea _Pers.areaisuhareaicustcenter
ﬁf _Persunnel subarea _Emplwee groupfsubgroup
Personn _Employee graup ||
Emplayr _Empluyee subgroup |
Campar _Organization key ||
Paynoll 3| |BUSiness area ||
Pers.are |_|Legal person ||
Ermplaye _Wurk contract 1 || 1
_Cnntrulling area E || E
Sastranter ||
\gﬁ[ Selection: &
(DL [«][¥]
7 R A7

AASIS Support Center
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APERS - Arkansas Public Employee Retirement System

Employees Enrolled in APERS Plan
Who Aren’t Eligible Report

SCREEN VIEW STEPS

Program Edit Boto System Help - 7. Enter Selection criteria.
0B QEQ BB a0 08 BHE @0 et

Employees Enrolled in APERS Plans Who Aren't Eligible 8. Select to Execute.
& )=
| - .

8

‘ner selections || = Search helps || o Sort order |

[[«][»]

reday () Current maonth ' Current year
) Up to today (_'From today
() Qther periad

Data Selection Period To

Person selection period To

Payroll period

Selection
Personnel number
Employment status
Company Code
Business area E|E45|@
Payroll area
Pers.areal/subarealcost cente

Employee groupisubgroup

[«1[»]]

an| D]

ey
N

AASIS Support Center
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Employees Enrolled in APERS Plan
Who Aren’t Eligible Report

SCREEN VIEW STEPS
List Edit Goto System Help = View the employees listed. These
V] BIHICEae BB DDLD BR @ employee’s records reflect that a Personnel
Employees Enrolled in APERS Plans Who Aren't Eligible Action for Termination; Retirement; DROP;
or Terminate Concurrent Employment has
been processed. However, their APERS
PROGRAM: ZPABNROD21_APERS_DROP Arkansas Adninistrative Statewide Information System 4 Plan has not been ended.
TINE: 13:20:42 CLIENT ETR 512 INELTGIBLE EMPLOVEES ENROLLED IN APERS [+]
FRON 0470172005 TO B4/01/2085
» Verify whether the employees listed have had
BUS AREA PERSNL AREA PERNR NAME ACTION DATE their other Benefit Plans ended.
645 HL12 A0031445 Sandy Sage 15 09/24/2004
645 HL1g B0801442 Michael Michael 15 0/24/2004 ,
9645 H22 80001434 Rhonda Ramsey 75 09/24/2004 > Refer to the Glossary of Headings located on
1645 HL36 B0001447 Sandi Samns 15 0/24/2004 the next page.
645 HL43 30901440 Ryan Rhodes 15 09/24/2004
645 HL47 30981420 Monica Monica 15 09/24/2004
ooes a7 BoBA1433 Perry Perry £ by » Use Transaction code HRBEN0014 to end the
645 HL4T B08E1438 Mike Mike 15 09/24/2004 : :
0645 MG 89081441 Ren Richards 75 09/24/2004 employee’s APERS and other Benefit Plan
645 HLG7 30031443 RebeccaSue Robinson 15 0/24/2004 records.
1645 HLT3 80981431 NaryAnn MaryAnn 15 09/24/2004
1645 HLg7 80881428 (Quincy Queens 15 0/24/2004
645 HLg7 30001444 Nandi Mandi 15 09/24/2004 :
645 HLg7 B0901446 Monica Monica 15 09/24/2004 > If the. Plan(s) should have bgep ended in a
8645 HL94 89601433 Quenton Queens 5 9O/24/2004 closed fiscal year, use the beginning of current
0g43 HLS4 00801432 Randy Rains 5 0972412004 payroll fiscal year as the termination date.
645 HLa2 B0831436 Mildred Mildred 15 09/24/2004
645 HLB2 80081437 Richard Reed 15 0/24/2004
1 194 7] - . .
e HBs  OROTESs Rick Rensey = pelzslans | > If the Plan(s) should have ended this fiscal year,
|| use the last active day of the employee’s
an| | M) | employment as the termination date
| 4/
AASIS Support Center 56
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APERS - Arkansas Public Employee Retirement System

Glossary of Headings
for
Employees Enrolled in
APERS Plan Who Aren’t Eligible Report

« BUS AREA: The Business Area of the employee.

« PERSNL AREA: The Personnel Area of the employee.
« PERNR: The Employee’s Personnel number.

* NAME: The Employee’s name.

 ACTION: The Personnel Action that was processed on the employee. Listed
below are the Personnel Action codes that may be reflected on the report:

« 25 = Termination

« Z7 = Retirement

« Z8 = DROP

« Z0 = Terminate Concurrent Employment

e DATE: The Start date of the Personnel Action.

AASIS Support Center 57
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Chapter 2

Verify Employee Earnings, Service Credit and Employers
Contribution Amounts

AASIS Support Center 58
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APERS - Arkansas Public Employee Retirement System

THINGS TO KNOW

« The FI Payroll Posting Report — Retirement Reconciliation
(ZHR_RETI_RECON) is used to verify employee’s earnings, employer’s
contributions and employee’s service credit.

 Employees whose retirement plan have ended due to a DROP action or Rehired

Retiree status, will not show up on this report. However, if the retirement plan is
still active, the employee will be listed.

« Extra-help employees not enrolled in APERS are excluded from this report.

* For employees not listed on the APERS report, write the employee’s salary
amount and service credit by the employee’s name on the APERS report in red
ink. Contact your Agency Benefits Specialist to enroll the employee in the
appropriate Retirement Plan. Be sure to prepare and submit the APERS
Purchase of Delinquent Service and Contributions form.

 For employees listed on the APERS report but are not eligible, verify the
overpayment and indicate on the APERS report in red ink. Contact your
Agency Benefits Specialist to have employee’s Retirement Plan terminated.

« Contact APERS for a refund of an overpayment in a closed fiscal year.

AASIS Support Center 59
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' APERS - Arkansas Public Employee Retirement System

Demonstration

- Fl Payroll Posting Report-Retirement Reconciliation

Special Transactions & Reports (State of Arkansas) > Human
Resources > Benefits > Retirement Reconciliation
(ZHR_RETI_RECON)

Note: The roles that have authorization to generate this report are Agency/CLJ
Employee Benefits Management, Agency/CLJ Employee Benefits Specialist, Agency
HR/FI Posting Specialist, State Benefits Plan Administration, State Benefits Specialist, or
State HR/FI Posting Specialist.

AASIS Support Center 60
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APERS - Arkansas Public Employee Retirement System

Fl Payroll Posting Report — Retirement Reconciliation

SCREEN VIEW

STEPS

Menu Edit FEavorites Extras

& 2HA_RETI RECONwg, B JH @0 DHE Do BE @M

System Help

| 1a. Enter transaction code
ZHR_RETI_RECON in the

SAP Easy Access AT 1a
B E |5 &8 2| v a

command field and press
Enter

% {3 Favorites
PA40 - Administration -= HR Master Data -= Personnel Actions
= {4 SAP menu
[ [ Office
[» 1 Logistics
[» [_J Accounting
> [ Human Resources
> 7 Information Systems
= ‘1 Special Transactions & Reports (State of Arkansas)
[ 1 Materials Management
[> 1 Financial Accounting
% i Human Resources
[> [ Organizational Management
I [ Payroll
> 1 Time Management
7 {3 Benefits
) ZHRBEN_PARTELIG - Retirement Enrolled and Eligible Employees Report
@ ZEMP_BEN_STMT - Annual Employees Benefits Statments
) ZHR_CRT_BY_WT - YTD Totals by Wage Type
@ ZPABNIOO0T - TRE Interface —

[ER{EY

0 ZHR RETT_ RECON - Refirment Reconciiiaton === 1D [a]
[> 1 Personnel Administration E|

-OR-
1b. Follow the menu path

and double click on
Retirement Reconciliation.

Note: Prior to 11/20/01,
the Retirement Expense
posted to the G/L account
#5010006000.

On 11/20/01, the
Retirement Expense began
posting to the G/L account
#5010007000.

Employee’s earnings can
be accessed beginning
6/24/01.

[ | SESSION_MANAGER * sapetr INS

AASIS Support Center
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Fl Payroll Posting Report — Retirement Reconciliation

STEPS

SCREEN VIEW
Program Edit Goto Help
(V] 2 4B Ie@e DHE OTLL AR @0
FI Payroll Posting Report - Retirement Reconciliation
D Gt )
[+]
. [+]
Mumber of Posting Run to M
Posting run status to
[ simulation Run [JATRS [ | ATRSDROP
OPM Time Month Auto Fill Off
OFM Time Year
TRS Reporting Period o
Business Area to
Funds Center to
Fund to
Commitment itern to
Order to —]
GIL Account to
Cost Center to
WBS Element to
Work Center to
Vendar to E
Wage type to E
Qi [ [«][»]

(@ ‘Getvariant terminated

[ | ZHR_RETI_RECON 4| sapegs INs 7

AASIS Support Center
08/06, Revised to V3.5

ZHR_RETI_RECON

2. Click on the ‘Get
variant’ icon.
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Fl Payroll Posting Report — Retirement Reconciliation

Program Edit Goto System

afdH @@ SHB DDNH0 HAE @ @

Help

SCREEN VIEW

FI Payroll Posting Report - Retirement Reconciliation

® &

STEPS

[a]
. [+]
Mumber of Posting Run to .
Fosting run status to
[] Simulation Run [JATRS []ATRSDROP
OPM Time Month Auto Fill Off
OFM Time Year
TRS Reporting Period to
Busines |EglyRE=Ti=T
Funds C =
Fund 1 yariant
Commitl| e pyironment
Order | Created by
R Changed by
e Original language
WBS Ele
Work Ce
vendor & XK ]
Wage tyﬂ to [~]
1D I~ [ I[4[+]
| 4 U | ZHR_RETI_RECON P2 sapegs INS

3. Delete the name in

the field for ‘Created by’

4. Click icon to Execute.

AASIS Support Center
08/06, Revised to V3.5
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Fl Payroll Posting Report — Retirement Reconciliation

SCREEN VIEW STEPS
Program Edit Goto System Help = 5. DOU ble CIle on the
- H ] ”
10HCeQ I DHE Dhon BF @ variant name "RECON.
FI Payroll Posting Report - Retirement Reconciliation
& &
[+]
. [+]
MNumber of Posting Run to m
Posting run status 50 to Ei
[] simulation Run [JATRS [ ] ATRSDROP
OPM Ti
OPM Tin
e =Y A=)
Variant catalog for program ZRPCIPDO0_RETI_RECOM
Variant name Short descriptn. Env..|Pro
Busines | "TRS REG REC... ATRS REGULAR RECON A X
Funde G ATRS-NONA  |Buy Back ATRS - 2750 A X ﬁ
ATRS-RECON #2 |ATRS REG RECON -Vers #2 A |
FUnd ATRSDROP RE... | ATRS DROP RECON A X =
Committ { e RECON APERS RECON A X E
Order  TRECON APERS RECON A E B
GIL Acce vo[ﬁc RECON |APERS RECON A X5
CostCe [ oo &
weseel
Work Ce
Vendor to E E
Wage type 1002 ta E
]| [ [4][¥]
| [ | ZHR_RETI_RECON ¥ sapetr INS V.
AASIS Support Center 64
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Fl Payroll Posting Report — Retirement Reconciliation

SCREEN VIEW

STEPS

Program Edit Goto

System  Help

B4 Qe BRE 0L HAE @

et j.,?;'\'
Y

Fl Payroll Posting Report - Retirement Reconciliation

® &
[+]
Mumber of Posting Run to E
Posting run status 1] to
[ ] simulation Run [JATRS [ ATRSDROP
OPM Time Manth D o 6 Aitta Fill OFf
OPM Time Year G 7
TRS Reporting Period
Business Area <+ 8
Funds Center i
Fund to
Commitment item to
Order to
GIL Account 2115003000 to [
Cost Center to
WBS Element to
Wark Center to
Vendor to E
Wage type 1002 to E
D] | [«]y]

AASIS Support Center
08/06, Revised to V3.5

ZHR_RETI_RECON

> |ZHR RETI RECON ¥ sapegs INS

6. Enter the OPM reporting
month (i.e. December is 12.)

7. Enter the OPM reporting
year.

Note: The field for OPM Time
Month and Time Year must be
completed, otherwise the report
will not reflect any data.

The combination of the OPM
Time Month and OPM Time
Year will provide the total
number of hours the employee
was paid for the reporting
month. The total number of
hours can be compared to the
service credits reported on the
APERS report.

8. Enter the agency’s Business
Area.
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Fl Payroll Posting Report — Retirement Reconciliation

SCREEN VIEW STEPS
Al » Note: For Teacher
& 3[40 ICEQ BCEB ODO0 AR @ »”.- | Retirement (ATRS or
FI Payroll Posting Report - Retirement Reconciliation ATRS _DrOP) place a
o & check in the box to
= generate the report.

Mumber of Posting Run to E

Posting run status 50 4

[] Simulation Run [ ]ATRS DROP

OPM Time Month A oli

QOPM Time Year

TRS Reporting Period to

Business Area to

Funds Center to

Fund to

Commitment itern to

Order to |

G/L Account 2115803000 to

Cost Center to

WBS Element to

Waork Center to

Yendor to E

ETTl 1002 to [+]

[4][+]| [ [][]
| [ | ZHR_RETI_RECON ¥l sapeqs INS -
AASIS Support Center 66
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APERS - Arkansas Public Employee Retirement System

Fl Payroll Posting Report — Retirement Reconciliation

SCREEN VIEW STEPS
9. Select Enter. This will
automatically populate the
beginning and ending dates for
Fi Payroll Posting Report - Retirement Reconciliation ,
y grep the OPM reporting month and
_%‘@ year entered.
| o RERUILNY FENnud Lk I:I al
/ -
10 / H
10. Select Execute.
Business Area to
Funds Center to
Fund to Note: The automatic date fill
Commitment tem to ‘| does not apply if ATRS or
Order ] 0 ATRS Drop is selected. (See
GIL Account 2115003000 to 63
Cost Center to page )
WBS Element to
Waork Center to
Wendar to
Wage type 1002 to
Posting docurment to
Document type
Posting document status -
Document posting date. B1/21/2006 B2/17/2006
Personnel Mumber
Archive option [4
E
<[] [ I[«]0v]
| | ZHR_RETI_RECON ¥ sapeqs INS
AASIS Support Center
08/06, Revised to V3.5 ZHR_RETI_RECON 67
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Fl Payroll Posting Report — Retirement Reconciliation

SCREEN VIEW STEPS
Program  Edit Goto System _Help ~ Note: To run this report
@ 2l0B COQCHE DRLD PR @ ~ || using specific dates,
Fl Payroll Posting Report - Retirement Reconciliation plgce an X in the Auto-
Fill Off box.
@ &
B <> il srevert o
OFM Time Year ] IS W preven_ €
TRS Reporting Period fo Document posting date
.|| fields from being
_ automatically filled and
Business Area o E will have to be entered
Funds Center to ”
Fund to E manually.
Commitment item to
Order to H
GIL Account 74 4 EO0 AL 4o [k
o= | If an X'is placed in the Auto Fill Off
Work Center box, beginning and ending dates
Vendor must be manually entered.
Wage type
Paosting document to = |
Document type tg g
ocument status 20 to = 4]
Document posting date. to [+]
| I[4][]
> |ZHR_RETI_RECON P2 sapegs INS
AASIS Support Center 68
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Fl Payroll Posting Report — Retirement Reconciliation

SCREEN VIEW STEPS
Sefings Syslem  Melp 12. Scroll over to find
20 H SCEq BHE D000 AR @ the ‘SSN’ column,
Fl Payroll Posting Report ment Reconciliation click to highlight.
& & T BB Q& iy lp B s @

% i 13. Click on the ‘Sort
In-PEriﬂlanr-neriud WT Pers.Mo. SSN* MName of employee or applicant| Earnings| Matching| Contributi| Funds Center |[Fund in Ascending Order’
182 05 1200 36 126607030 (COOL LIMDA 1,080.00 0.00 0.00|272 HSCE|[«] .

182 13 05 1281 36 126607030 [COOL LINDA 120.00 0.00 0.00 (272 HSCEE Icon.
182005 (182005 1252 31126606990 (MOORE LINDA 4571 0.00 0.00 (272 HsCH|[ |
182005 (182005 1200 31126606990 [MOORE LINDA 868.45 0.00 0.00 (272 HSCE
182005 (182005 1200 23 126606950 |MORAMN LISA 1,037.66 0.00 0.00 (272 HECE
182005 (182005 1251 14 126606910 [AKER LLOYD 120.00 0.00 0.00 (272 HSCE
182005 (182005 1251 14 126606910 [AKER LLOYD 60.00 0.00 0.00 (272 HSCH|| |
182005 (182005 1200 14 126606910 [AKER LLOYD 1,020.00 0.00 0.00 (272 HSCE
182005 (182005 1251 6| 126606870 MOULDER LOIS 35.55 0.00 0.00 (272 HSCE
182005 (182005 1200 6| 126606870 MOULDER LOIS 1,226.31 0.00 0.00 (272 HSCE
182005 (182005 1252 6| 126606870 MOULDER LOIS 71.09 0.00 0.00 (272 HSCE
182005 (182005 1251 G|126606870 MOULDER LOIS 88.86 0.00 0.00 (272 HSCE
182005 (142005 9339 G| 126606870 MOULDER LOIS 0.00 17.83 0.00 PAYR
182005 (152005 9339 G|126606870 MOULDER LOIS 0.00 178.29- 0.00 PAYR
182005 (182005 9339 31126606990 (MOORE LIMNDA 0.00 573 0.00 PAYR
182005 (182005 9339 31126606990 |MOORE LIMNDA 0.00 108.91- 0.00 PAYR
182005 (172005 9339 31126606990 (MOORE LIMDA 0.00 114.64- 0.00 PAYR
182005 (162005 9339 31126606990 |MOORE LIMDA 0.00 114 64- 0.00 PAYR{L |
182005 (152005 9339 31126606990 (MOORE LIMDA 0.00 114 64- 0.00 PAYR E
182005 (142005 9339 31126606990 [MOORE LIMDA 0.00 114 64~ 0.00 PAYR E
[l [ [ [«][»]

| [ | ZHR_RETI_RECON }2 sapetr INS &
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APERS - Arkansas Public Employee Retirement System

Fl Payroll Posting Report — Retirement Reconciliation

SCREEN VIEW STEPS
Views Settings System Help 14. Select the
‘Earnings’ column for
2l HICEQ BHE D00 HE @ .
s the first Amount
FI Payroll POST§Tg"Report - Retirement Reconciliation (Employee Earnings).
14
FE2FF B dBTHTRNL EEg A
15. Select the ‘Total’
In-Period |For-period |WT Pers.Mo.|S5M “|Name of employee or applicant; Earnings| Matching| Contrib...|Funds Center |Fund iCOﬂ
182005 (182005 [1251 f|126606870 [MOULDER LOIS 35,55 000 000272 HSCH{[a]
182005 (182005 [1200 B MOULDER LOIS 1,226.21 000 000272 HSCE1[]
182005 |182005 |1252 B MOULDER LOIS 71.09 0.00 0.00 (272 Hscel[ || Note: In the ‘Earnings’
182005 (182005 [1251 B MOULDER LOIS 88.86 000 000272 HSCH column, a negative
182005 (142005 (9339 B MOULDER LOIS 000 1783 000 PAYR mount represents a
182005 [152005 (9339 B MOULDER LOIS 000 17829 0.00 PAYR a _ .p
182005 [162005 |9339 B MOULDER LOIS 000 1783 0.00 pavrd| || reduction in payroll due
182005 [142005 (9339 B MOULDER LOIS 000 1783 000 PAYR to a retro-calculation or
182005 (142005 (9339 B MOULDER LOIS 0.00] 14283 0.00 PAYR a reversal.
182005 (182005 (9339 B MOULDER LOIS 000 114] 000 PAYR
182005 (182005 (9339 B MOULDER LOIS 0.00 891 0.00 PAYR
182005 (182005 (9339 B MOULDER LOIS 0.00 0.0+ 000 PAYR All negative retro-
182005 (182005 (9339 B MOULDER LOIS 0.00] 15377 000 PAYR calculation amounts
182005 [162005 (9339 B MOULDER LOIS 0.00] 16046 0.00 PAYR hould b hed
182005 [172005 (9339 B MOULDER LOIS 000 17829 0.00 PAYR shou € researche
182005 (182005 (9339 B MOULDER LOIS 0.00 446  0.00 PAYR for changes to an
182005 (182005 [1251 14[126606910 [AKER LLOYD 120.00 000 000272 HSCH employee’s earnings
182005 (182005 [1251 14 AKER LLOYD 60.00 000 000272 HecelEl and/or employer
182005 (182005 [1200 14 AKER LLOYD 1,020.00 000 000272 HsCe] (4] matching. Report the
182005 (162005 (9330 14 AKER LLOYD 000 13355 000 PAYR( "] g. P
[0 | | [« | changes to APERS for
the reporting month
| [ | ZHR_RETI_RECON "3 sapetr INS /| involved.
AASIS Support Center 70
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Fl Payroll Posting Report — Retirement Reconciliation

SCREEN VIEW STEPS
Goto Views Seftings System Help Not.e: A pay
Gl WER - IE IR R period that reflects
: : — an increased
Fl Payroll Posting Report - Retirement Reconciliation employee
FaTTF @8x A BIEHT N0 EEHE earnings amount
Pers.Mo. | 55N *'Name of employee or applicantz  Eamnings Matching| Contrib...|Funds Center |Fund GIL Account | Caon WI” need tO be
31126606990 |MOORE LINDA 0.00 1089+  0.00 PAYRO.. 2115003000 |210][«] | FES€aArched. A
31 MOORE LINDA 0.00 11464 000 PAYRO... 2115003000 [210/[+]|| possible retro-
31 MOORE LINDA 0.00 11464 000 PAYRO...[2115003000 [210| ) calculation for an
31 MOORE LINDA 0.00 11464 000 PAYRO.. [2115003000 [210 d t
31 MOORE LINDA 0.00 11464 000 PAYRO..[2115003000 [210 un erpaymgn
36126607030 |COOL LINDA 1,080.00 0.00 0.00 [272 HSCE1... 5010001000 [501 from a previous
36 COOL LINDA 120.00 0.00[ 0.00][272 HSC6A1...[5010001000 [501 pay period may
6 COOL LINDA 0.00 188 0.00 PAYRO..[2115003000 [210 have occurred
36 COOL LINDA 0.00 1505  0.00 PAYRO..[2115003000 [210 :
36 COOL LINDA 0.00 13543 000 PAYRO..[2115003000 [210
36 COOL LINDA 0.00 1505  0.00 PAYRO... [2115003000 [210 . .
36 COOL LINDA 0.00 1505  0.00 PAYRO.. [2115003000 [210 If the increase is
36 COOL LINDA 0.00 12038 0.00 PAYRO... | 2115003000 [210]| | for an
36 COOL LINDA 0.00 15048 0.0 PAYRO... [2115003000 [210 underpayment
36 COOL LINDA 0.00 752  0.00 PAYRO.. [2115003000 [210 from a previous
36 COOL LINDA 0.00 14286 0.0 PAYRO..[2115003000 [210 iod
36 COOL LINDA 0.00 14484 000 PAYRO..[2115003000 [210 p?y period, you
36 COOL LINDA 0.00 376-|  0.00 PAYRO. |2115002000 |270/LJ| | Will need to report
- 577383 E the findings to
oo | W || APERS.
| [ | ZHR_RETI_RECON P sapetr INS
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APERS - Arkansas Public Employee Retirement System

Fl Payroll Posting Report — Retirement Reconciliation

SCREEN VIEW STEPS
g5 System Hi ; 16. Click on the
Bl 0 @@@ BEHE D000 BE @ = | ‘Matching’ column
FI Payroll Posting Report - Retirem 16 ronciliation for the second
EERE G = L Amount (Employer
£ 1 APERS Matching).
58N “I namep==Reee or applicant|eEarningsf Matching| Contrib.. |Funds Center |Fund GIL Account |Commitment item | M
126606920 [MOOR 17 0.00| 10891 o000 PAYRO... [2115003000 [210:00:02 A[4]
MOOR 000| 11464 0.00 PAYRO... | 2115003000 |210:00:02 a=]/| 17. Select the ‘Total’
MOORE LINDA 0.00| 11464 000 PAYRO... (2115003000 |210:00:02 2P icon.
MOORE LINDA 0.00| 11464 000 PAYRO... [2115003000 |210:00:02 3
MOORE LINDA 000 11464 000 PAYRO... (2115003000 [210:00:02 3
126607030 |COOL LINDA 1,080.00 0.00 0.00 272 HSCE1... (5010001000 |501:00:00 3
COOL LINDA 120.00 0.00 0.00 272 HSCE1...[5010001000 [501:00:00 3
COOL LINDA 0.00 188 0.00 PAYRO... [2115003000 |210:00:02 3
COOL LINDA 0.00 1505 000 PAYRO... (2115003000 [210:00:02 3
COOL LINDA 0.00| 13543 000 PAYRO... (2115003000 |210:00:02 3
COOL LINDA 0.00 1505 000 PAYRO... (2115003000 |210:00:02 3
COOL LINDA 0.00 1505 000 PAYRO... [2115003000 |210:00:02 3
COOL LINDA 0.00| 12038 000 PAYRO... (2115003000 [210:00:02 3
COOL LINDA 0.00| 15048 000 PAYRO... (2115003000 |210:00:02 4 |
COOL LINDA 0.00 752 0.00 PAYRO... (2115003000 |210:00:02 3
COOL LINDA 0.00| 14296 000 PAYRO... [2115003000 |210:00:02 3
COOL LINDA 0.00| 14484 000 PAYRO... (2115003000 [210:00:02 3
COOL LINDA 0.00 376-| 000 PAYRO... (2115003000 |210:00:02 7|
. 5773.. [4]
[~]
(D I [«][+]
| [ | ZHR_RETI_RECON =l sapetr INS
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APERS - Arkansas Public Employee Retirement System

Fl Payroll Posting Report — Retirement Reconciliation

SCREEN VIEW STEPS

Lst Edt Golo Views Sefings System Help '| 18. Verify the total sum for

30 HICaQRHE ano0 BRI QM : Employee Earnings and Employer
Matching.

Fl Payroll Posting Report - Retirement Reconciliation

1 i
§|& d $| & %|@|@@Eﬂﬁ%ﬂﬁ|@ﬁﬁ| Verify that the employer matching is

Pers.Mo.|S5N *|Name of employee or applicantz  Eamings|z  Matching| Contrib...| Funds Center |Fund GIL Account |Corr 12.54% (Current percentage) of the
31126606990 | MOORE LINDA 000 1089+ 000 PAYRO... [2115003000|210{[]| | €mployee earnings. [f it is not, go to the
31 MOORE LINDA 0.00 11464 000 PAYRO.. [2115003000 (210[+]| | next step to subtotal each employee’s
3 MOORE LINDA 0.00 114.64-|  0.00 PAYRO...|2115002000 [210{[T] earnings and employer matching
31 MOORE LINDA 0.00 11464 000 PAYRO...|2115003000 |210: amounts. Then review the subtotals for
31 MOORE LINDA 0.00 11464 000 PAYRO... 2115003000 |210: differences.
36126607030 | COOL LINDA 1,080.00 000 000272 HSCB1... 5010001000 |501:
3 COOL LINDA 120.00 000 000272 HSC61...|5010001000 |501:
% COOL LINDA 0.00 188 000 PAYRO... 2115003000 | 210: If the FI Payroll Posting — Retirement
36 COOL LINDA 0.00 1505 0.00 PAYRO... 2115003000 |210: Reconciliation employee earnings and
36 COOL LINDA 0.00 13543 000 PAYRO...[2115003000 |210: the APERS monthly employee earnings
36 COOL LINDA 0.00 1506 000 PAYRO... 2115003000 |210: match, then compare the service credit
3 COOL LINDA 0.00 1505 000 PAYRO...|2115003000 |210: from the APERS monthly report to the
36 COOL LINDA 0.00 12038 000 PAYRO.. 2115003000 (2101 |l | number of hours earned on the FI
36 COOL LINDA 0.00 15048 000 PAYRO... 2115003000 |210: Payroll Posting-Retirement
3 COOL LINDA 0.00 752 000 PAYRO...|2115003000 |210: Reconciliation report.
36 COOL LINDA 0.00 14296 000 PAYRO... 2115003000 |210:
36 COOL LINDA 0.00 14484 000 PAYRO... 2115003000 |210:
36 COOL LINDA 0.00 376 000 PAYRO...|2115003000 |210{LI| | If the earnings from both reports do not

= 577363« 362005 “I | match, go to the next step to subtotal.
| | & Compare the subtotals from the FI
|\EIEI — | L4 Payroll Posting-Retirement
18 | | 18 Reconciliation report and the APERS

| b |ZHR_RETRECON 15 sapetr INS_/ report. Research any retro-calculations.
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APERS - Arkansas Public Employee Retirement System

Fl Payroll Posting Report — Retirement Reconciliation

SCREEN VIEW STEPS
Goto  Views Settings System  Help 19. Select the ‘SSN’
& BAH e BHE DDO0 BE @M column to highlight.
Fl Payi ing Report - Retirement Reconciliation
& | & 19 2O 6IHT 0N e 20. Select the ‘subtotals’
| .
! - ‘!‘ icon.
Pers.Mo.fS5N “mployee or applicantz  Earnings|z Matching| Contrib... |Funds Center |Fund GIL Account | Con
31[126606990, () [iDA 0.00 108.9+  0.00 PAYRO... 2115003000 [210|[4]
3 DA 0.00 11464 000 PAYRO... [2115003000 [210|[+] . .
3 MOORE LINDA 0.00 11464  0.00 PAYRO... [2115003000 [210| 7] Note: Eammgs
31 MOORE LINDA 0.00 11464 000 PAYRO.|2115003000 |210 reported on off-cycle
3 MOORE LINDA 0.00 114684 000 PAYRO... | 2115002000 |210 payrolls will not be
36/126607030 |COOL LINDA 1,080.00 0.00| 000|272 HSCE1... (5010001000 (501 :
36 COOL LINDA 120.00 0.00|  oo0|272 HSCE1... (5010001000 (501 reflected in the APERS
36 COOL LINDA 0.00 188-| 000 PAYRO__ 2115003000 |210 monthly report. These
36 COOL LINDA 0.00 1505  0.00 PAYRO... 2115003000 [210 amounts will appear on
36 COOL LINDA 0.00 13543 0.00 PAYRO... 2115003000 [210 .
36 COOL LINDA 0.00 15.05  0.00 PAYRO... 2115003000 [210 Fl Payro" PO_Stmg
36 COOL LINDA 0.00 1505 000 PAYRO__ 2115003000 |210 Report — Retirement
36 COOL LINDA 0.00 12038 000 PAYRO.. 2115003000 [210|| ||| Reconciliation and can
36 COOL LINDA 0.00 15048  0.00 PAYRO... 2115003000 [210 . . .
36 COOL LINDA 0.00 752 000 PAYRO... 2115003000 [210 be Ider_]tlﬂed by IOOkmg
36 COOL LINDA 0.00 14296  0.00 PAYRO... 2115003000 [210 at postlng date.
36 COOL LINDA 0.00 14484 000 PAYRO... 2115003000 [210
36 COOL LINDA 0.00 376 000 PAYRO...|2115003000 [210/_
. 577363 = 362005 [a]
[+]
(4[] | | [«[]
| [ | ZHR_RETI_RECON P2 saperr INS
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APERS - Arkansas Public Employee Retirement System

Fl Payroll Posting Report — Retirement Reconciliation

List

Edit

Goto

Views Settings

AR TIEEEE =R

System

Help

SCREEN VIEW

FI Payroll Posting Report - Retirement Reconciliation
FNAFTE B O

HIETol B @

STEPS

Pers.Mo.| 330 “IName of employee or applicants  Earnings|z  Matching| Contrib...|Funds Center |Fund GIL Account |Con
£} MOORE LINDA 0.00 10891 0.00 PAYRO...|2115003000 |210|[«]
3 WMOORE LINDA 0.00 114 64 0.00 PAYRO... 2115003000 |210|[~]
H MOORE LINDA 0.00 114 64 0.00 PAYRO... [2115003000 [210|[F)
3 WMOORE LINDA 0.00 114 64 0.00 PAYRO... (2115003000 (210
£} MOORE LINDA 0.00 114 64 0.00 FAYRO... (2115003000 {210
126606... 1 = 91416 « 573.20-
36 COOL LINDA 1,DBN /D.DD 0.00 (272 HSCE1... (5010001000 (501
36 COOL LINDA 120. =1 0.00 0.00 272 HSCE1... (5010001000 (501
36 COOL LINDA 0. 21 188 0.00 PAYRO... (2115003000 (210
36 COOL LINDA 0.U7 15.05- 0.00 FAYRO... (2115003000 {210
36 COOL LINDA 0.00 13543 0.00 PAYRO... (2115003000 (210
36 COOL LINDA 0.00 15.05- 0.00 FAYRO... (2115003000 {210
36 COOL LINDA 0.00 15.05- 0.00 PAYRO... (2115003000 | 210||_|
36 COOL LINDA 0.00 120,38 0.00 FAYRO... (2115003000 {210
36 COOL LINDA 0.00 150,48 0.00 PAYRO... (2115003000 (210
36 COOL LINDA 0.00 752 0.00 FAYRO... (2115003000 {210
36 COOL LINDA 0.00 142 95 0.00 PAYRO... (2115003000 (210
36 COOL LINDA 0.00 144 84 0.00 FAYRO... 2115003000 [210{£]
36 COOL LINDA 0.00 376 0.00 PAYRO... |2115003000 |210|[4]
126607... 7L s 1,200.00 « 752.40- [+]
an| [ oD
| 21

I | ZHR_RETI_RECON 3/ sapetr INS

21. View the subtotals for
the employee’s earnings
and the employer APERS
matching.

»If an employee transferred in
the middle of a pay period
(same Retirement Plan), the
receiving agency would have
been reflected on the interface
with all the employee’s service
credit, employee earnings, and
employer contribution for that
reporting month.

Corrections to the APERS
report would need to be made
by both the receiving agency
and the agency the employee
transferred from. The FI
Payroll Posting Report-
Retirement Reconciliation will
reflect the correct employee
earnings and employer
contribution for both agencies.
Therefore, the Retirement
Reconciliation report can be
used to correct the APERS
report.

AASIS Support Center
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APERS - Arkansas Public Employee Retirement System

Fl Payroll Posting Report — Retirement Reconciliation

SCREEN VIEW STEPS

Seftings  System  Help

e —— . |@@Q|Q[H][ﬁl$ﬁ@ﬁﬁ|@|@ » The ‘Contribution c’olumn
: reflects the Employee’s

FI Payroll Posting Report - Retirement Reconciliation contribution for APERS
FAFEB2H QO BIEATe EHEE O Retirement.

OrdenIn-Period |For-period [WT | Pers.No.|SSHN *|Name of employee or applicantz  Eamings|z Matching!  Contributi Funds Center
222005 (222005 [1200| 2464 BOXER JOE 1,601.62 0.00 0.00 272 > The negative Symb0| is
222005 (222005 (9331 2464 BOXER JOE 000 20084 0.00
222005 (222005 [2031| 2464 BOXER JOE 0.00 0.00 80.08- used to reflect tha_t the
493753, 1, . 1,601.62 = 200.84 amounts are considered
222005 [222005 [1200] 2465 HOUSE JAMIE 1,097.62 0.00 0.00 [272 payable in the G/L account.
222005 (222005 (9331 2465 HOUSE JAMIE 000 13764 0.00
222005 (222005 [2031| 2465 HOUSE JAMIE 0.00 0.00 5488
545114... 1 « 1,097.62 » 13764

e 2,699.24 s n 338.48-

an| [ I[«ID]

| b | ZHR_RETI_RECON ¥ sapetr INS ./
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APERS - Arkansas Public Employee Retirement System

Fl Payroll Posting Report — Retirement Reconciliation

SCREEN VIEW STEPS
List Edit Goto View : stern  Help ’ > *
5 210 CE0 2HE SNon D @ : To collapse
FI Payroll Posting Report - Retirement Reconciliation lines so that one line
FAFF 2% @O BLERTR0E BEes @ per employee is
Year| 5t |Line number|BusA|PA |CostCenter |‘.".fEIS Element|0rder |In-peri...|For—pe...|‘.".l"|' |Pers.N0.|SSN “IName of employee or applicant=  Earnings|z I'u1atching| C: reﬂeCted’ SCFO” to the
126606... & 142181 « 89145 bottom Of the report
126606... &, . 1,20000 « 75240 . .
126606... & . 103766 =  650.60- and click the icon
126606... &5 91416 «  573.20-
126607... i . 1,20000 « 75240 Iocated on the Ieft
wn 5,773.63 == 3,620.05
To undo, click icon
again.
%
[ D]
| D | ZHR_RETI_RECON 2| sapetr INs
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APERS - Arkansas Public Employee Retirement System

Fl Payroll Posting Report — Retirement Reconciliation

SCREEN VIEW STEPS
" 0 22. To verify service credits reflected on
BaHICae BRE 000 AR Qm _ the APERS monthly report, compare the
\ .
FI Payroll Posting Report - Retirement Reconciliation employee’s hours reflected in the Number
. column. The breakdown of the APERS
GAFYEE O BSATLB By O service credits are listed below:
WT | Pers.Mo.|SSN *Name of employee or applicantz  Eamings @ Matching| Contributi| Funds Center |Fund GIL Account |Commitmentitem{  Number
1251 § MOULDER LOIS 3555 000 000272 HSCE101 5010001000 [501:00:00 240.00 [« APERS Hours 4 = 80 hours or more
1200 § MOULDER LOIS 122631 000 000272 HSCE101 5010001000 [501:00:00 240.00 [+
1252 § MOULDER LOIS 71.00 000] 000272 HSCA101 5010001000 [501:00:00 240.00 B > 3 =79 hours or less
1251 B NOULDER LOIS 89.56 000| 000272 HSCA101 5010001000 [501:00:00 240.00 2 = 59 hours or less
933 § NOULDER LOIS 0.00 1783 0.00 PAYROLL |2115003000 |210:00:02 240.00
9339 § MOULDER LOIS 000| 17828 0.0 PAYROLL [2115003000 |210:00:02 240.00 1 =39 hours or less
9339 § NOULDER LOIS 0.00 1783 0.00 PAYROLL (2115003000 |210:00:02 240.00 0=19h |
9339 B NOULDER LOIS 0.00 1783 000 PAYROLL 2115003000 |210:00:02 240.00 - ours or less
933 8 MOULDER LOIS 000| 14263  0.00 PAYROLL |2115003000 |210:00:02 240.00
9339 § MOULDER LOIS 0.00 1114 000 PAYROLL 2115003000 |210:00:02 240.00
9339 § NOULDER LOIS 0.00 891 000 PAYROLL [2115003000 [210:00:02 240.00
9339 B NOULDER LOIS 0.00 00+ 000 PAYROLL 2115003000 |210:00:02 240.00
9339 B NOULDER LOIS 000| 15377 0.00 PAYROLL |2115003000 [210:00:02 240.00 B
9339 § MOULDER LOIS 000| 16046  0.00 PAYROLL |2115003000 |210:00:02 240.00
9339 § NOULDER LOIS 000| 17828  0.00 PAYROLL [2115003000 |210:00:02 240.00
9339 B MOULDER LOIS 0.00 446 000 PAYROLL 2115003000 |210:00:02 240.00
126606.. I, . 142181 - 89145
1251 14 AKER LLOYD 12000 000 000272 HSCE101 5010001000 [501:00:00 240.00
1251 14 AKER LLOYD 50.00 000 000272 HSCE101 5010001000 [501:00:00 240.00
1200 14 AKER LLOYD 1,020.00 000| 000272 HSCA101 5010001000 [501:00:00 240.00
9339 14 AKER LLOYD 000 13355 0.00 PAYROLL 2115003000 |210:00:02 240.00
933 14 AKER LLOYD 0.00 752 000 PAYROLL |2115003000 |210:00:02 240.00
9339 14 AKER LLOYD 0.00 941 000 PAYROLL 2115003000 |210:00:02 240.00
9339 14 AKER LLOYD 000| 15048  0.00 PAYROLL [2115003000 [210:00:02 240.00
9339 14 AKER LLOYD 0.00 752 000 PAYROLL 2115003000 |210:00:02 240.00
9339 14 AKER LLOYD 0.00 752 000 PAYROLL |2115003000 [210:00:02 240.00
9339 14 AKER LLOYD 000| 13543  0.00 PAYROLL |2115003000 |210:00:02 240.00 =
9339 14 AKER LLOYD 0.00 00+ 000 PAYROLL [2115003000 |210:00:02 240.00 [4]
Q0170 14 AKFR || QYT nn ARN AD. 0 an PAVEOLL [ 211RA0IAAN [F10-00-07 240 0N E
(<[l [ [4][v]
! | ZHR_RETI_RECON [ sapefr INS
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APERS - Arkansas Public Employee Retirement System
Fl Payroll Posting Report — Retirement Reconciliation

SCREEN VIEW STEPS

Lst Edi : 23. To move a column, left click on column
v BdH ae BHE ONO0 BRI @m | heading and hold, when box appears with a
Fl Payroll Posting Report - Retirement Reconciliation red line, drag to desired column.

W AFR 2% ¢ BEaTal EEE| 23 Note: Concurrent employees will not be

- reflected on the Retirement Enrolled and
WT | Pers.No.| 35N “IName of employee or applicantz  Eamings|z  Matching| Contributi|Funds Center |Fund GIL Account Commitmentitei Mumber E||g|b|e Emp|oyees report fOI" the Secondary
1251 B MOULDER LOIS 3555 000  000[272 HSCE101 |5010001000 |501:00:00 240.00 [+] | Al for th q
1200 § MOULDER LOIS 122631 000  000(272 HSCE101 (5010001000 [501:00:00 240.00 [+ employer. SO, Tor the seconaary .
1252 B MOULDER LOIS 71.00 000 0.00(272 HSCE101 (5010001000 |501:00:00 240.00 ] employer, concurrent employees will not be
1251 B MOULDER LOIS 38.56 000  0.00(272 HSCE101 (5010001000 [501:00:00 240.00 reflected on the agency’s monthly APERS
9330 B MOULDER LOIS 0.00 178 000 PAYROLL [2115003000 |210:00:02 240.00 report
9330 B MOULDER LOIS 000 7828 000 PAYROLL (2115003000 |210:00:02 240.00 port.
9330 B MOULDER LOIS 0.00 178% 000 PAYROLL (2115003000 |240:00:02 240.00 Therefore, the secondary employer must
9330 B MOULDER LOIS 0.00 1783 000 PAYROLL (2115003000 [210:00:02 240.00 . ) .
9330 § MOULDER LOIS 000 14263 0.0 PAYROLL (2115003000 [210:00:02 240.00 W”te. the emplpyees_ name, earnings and
9339 § MOULDER LOIS 0.00 TR AR PAYROLL | 2115003000 [210:00:02 240,00 service credit in red ink on the APERS
9339 B MOULDER LOIS 0.00 89+ 000 PAYROLL (2115003000 [210:00:02 240.00 report and send it to them. The agency can
9330 B MOULDER LOIS 0.00 00+ 000 PAYROLL (2115003000 [210:00:02 240.00 ) : :
9330 B MOULDER LOIS 000  1837% 000 PAYROLL (2115003000 |240:00:02 240.00 | get the employee S eaml,ngs and service )
9339 § NOULDER LOIS 000] 16046 000 PAYROLL [2175003000 [210:00:02 240.00 credit information for their agency by running
9339 6 MOULDER LOIS 000 17828 000 PAYROLL [2115002000 [210:00:02 240.00 the Fl Payroll Posting Report — Retirement
9330 § MOULDER LOIS 0.00 445 000 PAYROLL (2115003000 [210:00:02 240.00 T
126606... &, v 142181 . 89145 Reconciliation.
1251 14 AKER LLOYD 12000 000 ooofanz HSCE101 (5010001000 [501:00:00 240.00
1251 14 AKER LLOYD §0.00 000 000[2m2 HSCE101 (5010001000 |501:00:00 240.00 The APERS report reflects all earnings for
1200 14 AKER LLOYD 1,020.00 000 000[2m2 H3CE101 (5010001000 |501:00:00 240.00 :
g3 14 AKERLLOYD 000 13355 000 PAYROLL [2115003000 [210:00:02 240.00 concurrent employees on the primary
9330 14 AKER LLOYD 0.00 752 000 PAYROLL (2115003000 [210:00:02 240.00 employees report. The primary employer
9330 14 AKER LLOYD 0.00 94t 000 PAYROLL (2115003000 [210:00:02 240.00 must adjust the employee’s earnings and
9339 14 AKER LLOYD 000 15048 0.0 PAYROLL (2115003000 [210:00:02 240.00 ) o .
o 1 AKERLLOYD 000 752 000 PAYROLL (2175003000 [210:00:02 24000 service credit in red ink on the APERS
9330 14 AKER LLOYD 0.00 752 000 PAYROLL (2115003000 |210:00:02 240.00 report and send it to them. The primary
9330 14 AKER LLOYD 000 13543 000 PAYROLL (2115003000 |240:00:02 240.00 | employer can get the employee’s earnings
9330 14 AKER LLOYD 0.00 00+ 000 PAYROLL (2115003000 [210:00:02 240.00 [4] . . ) .
Q330 44 AKER 11LAYD nnn 1R0 A8, AAn PAVRALL [2441R003000 | 240-00-072 24000 E and SeNIce Credlt Informatlon for thelr
ool | 0§ agency by running the FI Payroll Posting
| . [ RETLRECON 1 saper 18/ Report — Retirement Reconciliation.
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Glossary of Headings for APERS - Arkansas Public Employee Retirement System
Fl Payroll Posting Report — Retirement Reconciliation

. Year: The state fiscal year.

. Posting Date: The Posting Date represents the date the Office of Accounting processes the Fl posting of the payroll
results. Viewing the posting dates is the easiest way to identify an off-cycle payment for an employee.

. Run number: This number refers to the FI Payroll posting run number.
. St.: This is the posting run status. 50 is for posted and 63 is for reversal.
. Posting doc.: This is the HR Payroll Posting document number.

. St.: This second st is the posting document status. 20 is for released document ready for posting and 25 is for released
reversal ready for posting. The posting document status corresponds with the posting run status.

. Line number: This is the document line number.

. BusA : This is the agency’s business area.

. Cost Center: The cost center for real posting for funds and funds center.

. WBS elem: This is the WBS element for projects and grants reporting.

. Work Center: This column is only used by the Dept. of Health.

. Order: This is the Internal Order usually used by agencies to report programs.

. WT: The wage types that are posted are reflected here. Please refer to Attachment A for a complete listing of the wage
types involved with this report.

. Pers.No.: This is the employee’s personnel number.

. SSN: This is the employee’s social security number.

. Name of employee or applicant: The employee’s name.

. Earnings: The first amount reflects the employee’s earnings.

. Matching: The second amount reflects the employer's APERS matching.

. Funds Center: This is the funds center or appropriation that the transaction was paid out of.
. Fund: This is the fund that this transaction was paid out of.

. G/L acc: The general ledger accounts are numbers which tell what the money was spent for.

. Commitment item: There is only one commitment item for each general ledger account. The general ledger accounts
and corresponding commitment items used in this report are listed on the following page.

. Number: This is the total number of hours for employee in the reporting month. This number includes compensation
hours.

AASIS Support Center 80
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APERS - Arkansas Public Employee Retirement System

G/L Account and Commitment ltem

G/L Acct Description Commitment Iltem
5010001000 00 Regular Salaries 501:00:00
5010002000 01 Extra Help Salaries 501:00:01
5010003000 06 Overtime Salaries 501:00:06
5010004000 07 Supplement Emergency Salaries 501:00:07
5010006000 03 Benefits and Insurance Expense 501:00:03
5010007000 03 Retirement Expense 501:00:03
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APERS - Arkansas Public Employee Retirement System

Chapter 3

Verify Employer Contribution Payments to APERS
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APERS - Arkansas Public Employee Retirement System

THINGS TO KNOW

« The Payroll B-Vendor Reconciliation Report provides you with the vendor’s
warrant date, name and amount that was paid for the pay period.

« This report also provides the employee’s name, personnel number and social
security number as well as the wage type that was included in the warrant
amount.

AASIS Support Center 83
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APERS - Arkansas Public Employee Retirement System
Demonstration

- Payroll B-Vendor Reconciliation Report

Transaction
(ZPYR_BVEN_RPT)

Note: The roles that have authorization to generate this report are Agency HR/FI Posting
Specialist, STATE HR/FI Posting Specialist or STATE Benefits Plan Management.
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APERS - Arkansas Public Employee Retirement System

Payroll B-Vendor Reconciliation Report

SCREEN VIEW STEPS

 ——— ] : 1. Enter transaction code
g|zmeasr 4= ] @0 SHE D000 B0 QR “| ZPYR BVEN RPT in the

SAP Easy Access AASISTIENU :
asy fecess RASE BEn command field and press
= = B vl &

BE S @82 Enter.

2 {3 Favorites
S_AHR_E1016380 - Logged Changes in Infotype Data
PCO0_MY9_CWTR - Per payrall period -= Listsfstatistics -= Wage type repo
PCOO_MT0_CALC_SIMU - Human Resources -= Payroll-= Ametica -= LUSA -= Pay
PCOO_MI0_CEDT - Payroll -= America -= USA-= Payrall-= Rermuneration sta
S_PH9_46000433 - Information System -= Reports -= Attendances -= Attenda
ZPP_FI_REFORT - Fl Payroll Posting Report
ZPYUSR003 - DeductionfArrears Repart
PC_PAYRESULT - Display Payroll Results
PEYT - Hurnan Resources -= Training and Event Managerment -= Tools -= Tool
ZHRBEM_PARTELIG - APERS retire. partic. and elig. empl
PYOT - Attendance -= Book List-= Per Business Event
5_L9C_84000085 - Headcount Changes
S_PHO_48000510- Ad Hoc Gluery
ZPADSRO00T - Human Resources -= Organizational Management -= Position co
ZPYUISR000Z_A- Missing Infotype Report
ZHR_RETI_RECOM - Retirement Reconcilliation
@ 5 SAP menu

b [ oOffice

b [0 Logistics

b [ Accounting

[ [ Human Resources

B [ Information Systerms

p 3 Special Transactions & Reports (State of Arkansas)

b 3 Tools

AASIS Support Center 85
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APERS - Arkansas Public Employee Retirement System

Payroll B-Vendor Reconciliation Report

SCREEN VIEW STEPS

Program Edit Goto  System  Help 2. Se|eCt the “Paer”
V] afd CaQ BHE OOO8REIE D ” 4 period” button.
Payroli B-Vendor Reconciliation Report
@ [ )&

: [4]
g
Perind m

) Taday CJcurrent manth I Current year
/Up ta taday ) Fram taday
® Other period

Period Ta

2
Selection

Personnel number

Payrall area

Additional Selections
Business Area to H
Yendor Code to H

Download Qutput File

WWage type selections
@ Waoe type application
Description

O Wage type ta

Qutput options
DetailediTotals view: EE data
[ Detailed view of payr. results

[+1[*][

AASIS Support Center 86
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APERS - Arkansas Public Employee Retirement System

Payroll B-Vendor Reconciliation Report

SCREEN VIEW

Program  Edit Goto  Systern Help

g B I e SEE D040 HE

@)L

STEPS

| 3. Enter Payroll area “11”
for bi-weekly or “12” for

Payroil B-Vendor Reconciliation Report
@ & =

semi-monthly.

Further selections

Payroll period
Payroll area 11— 3

() Current period

@.giher period 3 2005
— /

Selection

Persannel number

<+«—= Optional

Payrall area =

Additional Selections
Business Area [37e i

Yendor Code ] to
Download Qutput File

Wage type selections
1 Wage type application
Description

n Wane type ta

Qutput options
DetailediTotals view: EE data
[] Detailed view of payr. results

AASIS Support Center
08/06, Revised to V3.5

ZPYR_BVEN_RPT

4. Select the “Other
period” radio button.
Enter the payroll period
number and year.

Optional: To run this
report for a specific
personnel number (s),
enter the personnel
number(s) in the
personnel number field.

87



APERS - Arkansas Public Employee Retirement System

Payroll B-Vendor Reconciliation Report

SCREEN VIEW STEPS
Program  Edit Goto System Help : 5. Enter the agency’s Business
v 0 BICae QHE S000 AR Qm | Area.
*Note " Reconciliation Report
v *Note: Other search
selections are available in
Paol period “Further selections”.
Payroll area 1"
i Current period
-'O-Otherp:;irni:d 3 2008 For STATE roles Only: The
pow ] Business Areas are not
Seleston required when running this
Fersonnel nurher report for a vendor payment for
Fayrall area H
the state.
Additional Selections
Eusiness ez ) G S 6. Enter the B-Vendor Code or
Vendor Cade B28 to > range of B-Vendor codes. A
Download Output e capital letter MUST be entered
RS 6 with the number i.e. B25 is a
) Wage type application vendor number for APERS
Descrintion
o Wage fipe o OR
Skip this step and go to the
Output options
|v| DetailedTotals view: EE data neXt Step tO enter a Wage type
[ Detailad view of payr. results

AASIS Support Center
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APERS - Arkansas Public Employee Retirement System

Payroll B-Vendor Reconciliation Report

SCREEN VIEW STEPS
Frogram  Edit Gaoto  Systern Help 7. SeleCt the radIO bUttOn
] 200 e DHB ODL0 BER Qm = | for “Wage type”.
Payroli B-Vendor Reconciliation Report
& R Optional: To run the
fpureerseectons report by the posted wage
— . type, enter the wage type
ft period number or select from the
SICUEIIEIES 2200 drop-down list; i.e. 2507 is
the posted wage type for
Selection AFLAC Cancer; 9339 iS
Persannel number

the posted wage type for
APERS Non-Contributory.
A range of wage types

T e 8378 o can also be entered.

Yendar Code B25 to
Download Qutput File

Payrall area

Additional Selections

8. Keep the default

ne selections CheCked bOX fOr
l‘g:’f:J;’ﬁj:””"”“”” “Detailed/Totals view: EE
n Wane type * ta data”.
| |
Output options .
| DetailedTotals view: EE data Optlomll 9. Select Execute.
Detailed view of payr. results

AASIS Support Center 89
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APERS - Arkansas Public Employee Retirement System

Payroll B-Vendor Reconciliation Report

SCREEN VIEW STEPS
List Edit Goto Systern Help d An eXpIanatlon Of the
v BIECee CHRE 9040 HR @6 ~ | headings for this report
Payroll B-Vendor Reconciliation Report are as follows:
[4] ] ,
g -Aggncy. The agency’s
Payrall B-Yendor Reconciliation Report business area
WT application - ( ) SAP - Payroll Reconciliation Report for Tax Type to FI Page no. - 1
Pay period - 03. 2005 02/04/2005 - 02/04/2005 Run dateftime: 03/10/2005 15:07:42
*Vendor: The B-Vendor’s
TOTALS (Current Period + Adjustment
{Current Period + Adjustments) code
hgency  Vendor  Wage-Type Employee-Name 55N Persnl-Nbr Empl-Status For-Paypd Amount
370 B%5 433 3 200503 141 36 *Wage-Type: The wage types
9378 B5 9330 3 200503 111.14 posted
0370 B25 9339 3 200503 281.40
9378 B5 5339 3 200503 145.83
9378 S 9339 3 200503 104.12
03re B25 5339 3 200503 79.88 | oEmp'oyee - Name: The
9378 5 9330 3 200503 127 .32 , ) .
0370 B25 0339 3 200503 211.97 employee’s name included in
9378 B5 5338 3 200503 134.70
9378 5 9339 3 200503 139,28 the warrant payment
0370 B2S 9339 3 200503 309.70
9378 B5 9330 3 200503 257 .48
0370 B25 9339 3 200503 146 .52 . ) :
9378 BS 5339 3 200503 133.68 °SSNj The employee’s social
9378 BS 9339 3 200503 138,29 security number.
0370 B25 9339 3 200503 104.12
TOTAL BY AGENCY 0370 YENDOR CODE  B25  WAGE TYPE 9339 7033.02 ,
= *Persnl-Nbr.: The employee’s
TOTAL BY AGENCY 0378 WENDOR CODE  B25 AR PUBLIC EMPLOYEES RETIREMENT 5YS 7033.02
personnel number.
*+ YARRANT-DATE, NBR, & AMT:  02/D2/2005 560017256 7033.02-
B
-]
AASIS Support Center 90
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APERS - Arkansas Public Employee Retirement System

Payroll B-Vendor Reconciliation Report

SCREEN VIEW STEPS
List Edit Goto System  Help An explanation of the
v BIECee CHRE 9040 HR @6 , headings for this report
Payroll B-Vendor Reconciliation Report are as follows, continued:
% *Empl-Status: The
Payrall B-Yendor Reconciliation Report ] employee’s employment
WT application - ( ) SAP - Payroll Reconciliation Report for Tax Type to FI Page no. - 1 _ . A
Pay period - 03. 2005 02/04/2005 - 02/04/2005 Run dateftine: 03/10/2005 15:07:42 status. 3=active; O=withdrawn
TOTALS (Current Period + Adjustments) ’FOI'- period' The OPM
payroll pay period in which the
hgency  Vendor  Wage-Type Employee-Name 55N Persnl-Nbr Empl-Status For-Paypd Amount
vendor expense should have
0370 B2S 9339 3 200503 141,36 : — ;
e 9339 3 208503 119 14 been paid. This field \_N|”
6370 25 0330 3 208503 281 .40 reflect a retro-calculation for
0370 B2S 9339 3 200503 148,63 C .
0370 B25 9339 3 209503 104 12 the pay period in which the
0370 B2S 9339 3 200503 79.88
8370 BZ5 9339 3 200503 12732 ~| vendor expense should have
Baro B25 5339 3 200503 211.97 been paid.
0370 B2S 9339 3 200503 134.70
8370 B2S 9339 3 200503 139,28
0370 B2S 9339 3 200503 309.70
0370 E25 5339 3 200503 257 .48 Amount: The employer’s
0370 B2S 9339 3 200503 146, 62 \
8370 B2S 5339 3 200503 13368 APERS matching.
8370 B2S 9339 3 200503 139.29
0370 B2S 9339 3 200503 104.12
TOTAL BY AGENCY 0370 VENDOR CODE  B25  WAGE TYFE 9339 7033.02
TOTAL BY AGENCY 0370  YENDOR GODE  B25 AR FUBLIC EMPLOYEES RETIREMENT SYS 7033.02
*+ UARRANT-DATE, NBR, & AMT:  02/02/2005 560017256 7033.02-
B
-]
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APERS - Arkansas Public Employee Retirement System

Payroll B-Vendor Reconciliation Report

SCREEN VIEW STEPS
ot .
List Edit Goto System  Help : | Note: To download this
3 ] I ame Ll
g 1Heee CHE anan BE @6 ~~ | report to a spreadsheet or
Payroll B-Vendor Reconciliatiqn Report a word document, you
must do the following
10 % steps.
Payroll B-Yendor Reconciliation Report | 10. Select the back arrow
WT application - ( ) SAP - Payroll Reconciliation Report for Tax Type to FI Page no. - 1
Pay period - 03, 2005 02/04/2005 - 02/04/2005 Run date/time: 03/18/2005 15:07:42
TOTALS (Current Period + Adjustments)
hgency  Vendor  Wage-Type Employee-Name 55N Persnl-Nbr Empl-Status For-Paypd Amount
8370 B25 9339 3 200503 14136
378 B2S 9339 3 200503 1114
370 B2S 9339 3 200503 28140
8370 B25 9339 3 200503 148.83
378 B2S 9339 3 200503 104.12
370 B2S 9339 3 200503 79.98 |
378 B2S 9339 3 200503 12732
370 B2S 9339 3 200503 211.97
8370 B25 9339 3 200503 134.70
378 B2S 9339 3 200503 139.28
370 B2S 9339 3 200503 209.70
378 B2S 9339 3 200503 257 48
370 B2S 9339 3 200503 146, 62
8370 B25 9339 3 200503 13368
378 B2S 9339 3 200503 138.29
370 B2S 9339 3 200503 104.12
TOTAL BY AGENCY 0370 VENDOR CODE  B25  WAGE TYPE 9339 7033.02
TOTAL BY AGENCY 0370 YENDOR CODE  B25 AR PUBLIC EMPLOYEES RETIREMENT 5YS 7033.02
*t YARRANT-DATE, NBR, & AMT:  02/02/2005 560017256 7033.02-
[4]
]
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APERS - Arkansas Public Employee Retirement System

Payroll B-Vendor Reconciliation Report

SCREEN VIEW STEPS
Program  Edit Goto System  Help - 11. Se|eCt the drOp-dOWH
@ 1liB @@ BHE HDDL0 HE @B ~ | list button at the
Payroli B-Vendor Reconciliation Report ‘Download Output File’
@ G ) field.

Further selections

Payroll period
Payroll area 1 B1A1642005  To 01+/29/2005
) Current perind
@ Other period 3 2005

Selection
Personnel number

Payroll area H

Additional Selections

Business Area [37ve to
Yendar Code B25 to
Download Qutput File 4— 1 1

Wage type selections
) Wage type application
Description
® Wage type to @

Cutput options
DetailedTotals view: EE data
"] Detailed view of payr. results

4z
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APERS - Arkansas Public Employee Retirement System

Payroll B-Vendor Reconciliation Report

SCREEN VIEW STEPS
Program Edit Goto System  Help ' 12. In the ‘Field name’
& B dE @@ BEE D000 HE @m i field, typethe name you
Payroli B-Vendor Reconciliation Report desire to save the file.
@ & ]:[ SAP Custam - Open File

Further selections Rl @ SaporkDi 3 |elalilm) 13. Choose the location

Payroll period | )5AF_Cache_duhil _ _
Fayrol area _,_:) Epra you desire to store the file.
) Current period ertorlag.qui
® Other periad mllCiallliy | 1785 pHistory DMHILL
9 (215 APHistoryDHHILL

Selection & -

O

Personnel number
Pa

_ 1 3 q_ Iy Document

i !.'.

Additional Selections

Business Area |ty Computer B

endor Code ‘J
Download Output File ' File niame: ? 8
& s =

by Metwork Pla

| Files of type:

Wage type selections

1 Wane type application

Description 12

@ Wane type to @

Cutput options
DetailediTotals view: EE data
[ Detailed view of payr. results

AASIS Support Center o4
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APERS - Arkansas Public Employee Retirement System

Payroll B-Vendor Reconciliation Report

SCREEN VIEW STEPS

Edit

Program

Goto BITI

Help

14. Select the Open icon.

Payroll B-Vendor Reconcifiation Report
@ & &

Further selections Look jn: (B} Desktop

Payrall petiod

Payrall area ;}

_JMy Documents iPRealPlayer
_e My Computer ﬂ SARlogon

() Current period ._{My Metwork Places @A shorteut ko scrip. exe
My Recent Doc..| fas ;
® Other periad iy JETET LT Alert Manikor F03naglt 6
9 ] Asap Admin Taol B sniaglt Studio 6
el %* Call Logging @WinZip
Deskh DIS Dial Up Microsoft Arcess

Selection & D15 Tall Free Dial Up Microsoft, Excel

Persannel number ? DISWPN Microsoft PawerPoink

F |Employee Self Service Login
Payrall area 22 [EmpCY &

My Documents Free Games & Music

@ THI PRAS
Additional Selections i Pi

Business Area My Computer | [z QAdb

vendor Code .J

Download Output File

by Metwork Pla...
~ Filesoftype: Al Fles]*.* e Canc
YWage type selections ) - '

() Wage type application

Diescriptian 14
@ ‘Wage type to

Qutput options
DetailedTatals view: EE data
[] Detailed view of payr. results

W
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APERS - Arkansas Public Employee Retirement System

Payroll B-Vendor Reconciliation Report

SCREEN VIEW

Frogram  Edit Goto System  Help

STEPS

15. Select to execute.

Note: You must execute

Further selections

[ F‘I\frnll narin

15 eriod
@) Other period 3 2005

1 011672005 To 0142942005

Selection

Personnel number H
Payroll area H

Additional Selections
Business Area [3ve to H
vendor Code B25 o B

Download Qutput File cldocuments and settingsidmhillideskiopitest

Wage type selections
1 Wane type application
Description

@ Wane type to @

Cutput options
DetailediTotals view: EE data
[ Detailed view of payr. results

the report for the report to
download to the specified
location.

W7

AASIS Support Center
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APERS - Arkansas Public Employee Retirement System

Payroll B-Vendor Reconciliation Report

SCREEN VIEW STEPS
List Edit Goto istern H p
g P IHCee CHR anan AR @6 ~ | has downloaded, you
Payroll B-Vendor Reconciliation Report should be able to go to the

location you’ve chosen

% and view your report.
Payrol1 B-Vendor Reconciliation Report i
WT application - j S4P - Payroll Recanciliation Report faor Tax Type ta FI Page no. - 1
Pay period - 03, 2005 02/04/2005 - 02/04/2005 Run dateftime: 03/10/2005 15:07.42
TOTALS (Current Period + Adjustments)

hgency  Vendor  Wage-Type Employee-Name 55N Persnl-Nbr Empl-Status For-Paypd Amount
pare B25 9339 3 200503 141,36
pave B25 9339 3 200503 111.14
a3vo B25 9339 3 200503 281.40
pave B25 9333 3 200503 148.83
p3ve B25 9339 3 200503 104 .12
a3vo B25 9339 3 200503 79.88 |
pave B25 9339 3 200503 127.32
a3vo B25 9339 3 200503 211.97
pave B25 9339 3 200503 134.70
p3ve B25 9339 3 200503 139.28
a3ve B25 9339 3 200503 309.70
pave B25 9339 3 200503 257 .48
a3vo B25 9339 3 200503 146,62
pave B25 9333 3 200503 133 .68
p3ve B25 9339 3 200503 138.29
a3vo B25 9339 3 200503 104,12

TOTAL BY AGENCY 0370  VENDOR CODE B25  WAGE TYPE 9339 703302

TOTAL BY AGENCY 0378  WENDOR CODE B25 AR PUBLIC EMPLOYEES RETIREMENT 5YS 703302

**  WARRANT-DATE, WNBR, & AMT: p2/02/2005 560017256 7033.02-

[l 1]
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APERS - Arkansas Public Employee Retirement System

Payroll B-Vendor Reconciliation Report

SCREEN VIEW STEPS

— DISPLAY PURPOSES
B. 7]

Alert Manitor Printhow  Free Games &

i ONLY
HoAr o :
ST B P . .
Agfpnldmm e 16. Double-click the file to
Tool

Access 0 p e n .
@ 2
El" ua EE

Calllogging RealFlayer  Snaglt Studio 6

- s
gt oY
DIS Dial Up SARlogon,

_—
S
- 2
N
DIS Toll Free Shattedt ta 1 6
Dial Up sctipt.exe

=
5‘0 @

2]
D15 VPN Snaglt &

0 —
A &
Emploves Self WinZip
Service Login

B o

W= 2]

Implementation Microsoft Excel
Assistant

- rdtewave

FEAS Microsoft Recycle Bin
PoverPoint

AASIS Support Center
08/06, Revised to V3.5 ZPYR_BVEN_RPT




APERS - Arkansas Public Employee Retirement System

Payroll B-Vendor Reconciliation Report

SCREEN VIEW

AP
ASAP Admin
Tool

© [k

RealPlayer  snaglt Studio &

Windows

‘Windaws cannat open this file:
File:  test
To open this file, Windows needs to know what program created it, Windows

can go online to look it up automatically, or you can manually select from a lisk of
programs an yaur computer.

‘What do vou want to do?

() Use the Web service o find the appropriate program

(%) Select the program From a list

AASIS Support Center

08/06, Revised to V3.5 ZPYR_BVEN_RPT

STEPS

DISPLAY PURPOSES
ONLY

17. A pop-up box should
appear. Choose ‘Select
the program from a list’ to
choose what program you
want to open your file.

18. Choose OK

99



APERS - Arkansas Public Employee Retirement System

Payroll B-Vendor Reconciliation Report

SCREEN VIEW STEPS

DISPLAY PURPOSES
ONLY

19. Choose the
Open With 72X appropriate program to
Q_E I,—J Choose the program you wank ta use ta open this File: Open the flle

snaqlt Studio & File:  test

Programns

F-. Clip Organizer 20. Choose O K

a Internet Explorer
1 9 icrosoft Access

@ Microsoft Office Document Imaging
Q Microsoft Photo Edibor
Microsoft PowerPoint

Microsoft Word
[& Hotepad
Y Paint

@ RealFlayer
A e e )

flways use the selected program ko open this kind of file

If the program you want is not in the list or on your computer, you can look
fiat the approptiate program on the Web,

AASIS Support Center 100
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APERS - Arkansas Public Employee Retirement System

Payroll B-Vendor Reconciliation Report

SCREEN VIEW STEPS

EMiCI‘DSUﬂ Excel - test DISPLAY PURPOSES
Fle Edt View Insert Format Tools Data  ‘Window  Help Type & question for help = = @ X

CedaY SRV $B o-@=-4 @E 2 0 - BIUS=E=EE %% & hoA- 7 ONLY
A G @ .

Al v fie AGENCY
A B [ ¢ ] D [ E 1 F T 6 [ A T 7 T k | L~ | Report should download

1 |AGENCY IVENDOR WAGE-TYPE EMPLOYEE-NAME 55N PERSNL-NER EMPL-STATUS FOR-PAYPD AMOUNT i H
| 2 370 B2 9339 3 200503 101.51 for your review.
|3 370 B25 9339 3 200503 127.32
Ex 370 B25 9339 3 200503 186.03
| 5 | 370 B2 9339 3 200503 81.28
| 6 | 370 B2 9339 3 200503 544 76
7 370 B25 9339 3 200503 340.35
a8 | 370 B2 9339 3 200503 134.18
19 370 B2 9339 3 200503 123.72
10 370 B25 9339 3 200503 528
|11 370 B2 9339 3 200503 114.08
112 370 B2 9339 3 200503 81.2
13 370 B25 9339 3 200503 134.57
14 370 B2 9339 3 200503 141.38
115 370 B2 9339 3 200503 101.56
16 370 B25 9339 3 200503 B2.66
17 370 B2 9339 3 200503 161.04
18 370 B2 9339 3 200503 104.12
113 370 B25 9339 3 200503 78.86
20 370 B2 9339 3 200503 9215
21 370 B2 9339 3 200503 114.54
122 370 B25 9339 3 200503 76.55 -
23 370 B2 9339 3 200503 176.9
24 370 B2 9339 3 200503 179.95
125 70 B2 9339 3 200503 168.4
26 370 B25 9339 3 200503 92.14
27 370 B2 9339 3 200503 23365
28 370 B2 9339 3 200503 7B
129 370 B25 9339 3 200503 141.36
|30 370 B2 9339 3 200503 129.35
131 370 B2 9339 3 200503 126
132 370 B25 9339 3 200503 165.24
| 33| 370 B2 9339 3 200503 141.38 -

M 4 b M test/ |4] | HJJ

Ready UM

AASIS Support Center 101
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APERS - Arkansas Public Employee Retirement System

THINGS TO KNOW

« The Display Actual Cost Line Items of Agency’s Cost Element for Retirement
Expense Report (KSB1) is used to verify the actual monies deposited by the
agency to the Retirement Expense cost element which is 5010007000.

» If Agencies are reconciling the APERS report prior to May, 2002, you will need
to use the KSB1 report to verify amounts for the Retirement Expense cost
element.

« The FI Display All role has authorization to run this report. However, you will
need the HR/FI Posting Specialist role to drill down into the report.

« Retro-calculations can be verified by looking at the Posting Date.

AASIS Support Center 102
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' APERS - Arkansas Public Employee Retirement System

Demonstration

- Display Actual Cost Line Iltems of Agency’s Cost Element for
Retirement Expense

Transaction
(KSB1)

The role that has authorization to process this transaction is the Fl Display All.

AASIS Support Center
08/06, Revised to V3.5 KSB1 103



APERS - Arkansas Public Employee Retirement System

Display Actual Cost Line Iltems of Agency’s
Cost Element for Retirement Expense

SCREEN VIEW STEPS
. 1. Enter transaction code
Menu Edit Favortes Bitras System Help | : KSB1 in the command field
" || and press enter.
Ve ~. 10 Ca0 CHE 2000 PRI QM —— | P
1 i i
SAP Easy Access ARSIS MENU

B |5 @8 7va
v 1 Favores
PAGD- Persannel Actions
PA0- Maintain
PAI0- Display
{3 AP menu
b [ 0ffice
b (] Logisfics
b (] Accounting
b (] Human Resources
D (] Information Gysterns
b Special Transactions & Reports (State of Arkal
b (3 Tools

¢

AASIS Support Center
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APERS - Arkansas Public Employee Retirement System

Display Actual Cost Line Items of Agency’s
Cost Element for Retirement Expense

SCREEN VIEW STEPS

2. Enter Agency Business Area
in the Cost Center Group field.

Program  Edit Goto Extras Systern Help

V] BdE e BEE S0O8 HE @m

Display Actual Cost Line items for Cost Centers : Initial Screen

3. Enter 5010007000 in the Cost
Element; this is the GL account

@ & B B )3 Furver Selection Crteria. number for Retirement Expense.
Cost Center fa

Ll 4. Enter the ‘day after’ the last
COEN R Er EAT) 0370 et 2 receive warrant date from the

P— previous pay period of the
ety — 3 =) previous reporting month (i.e. for

the bi-weekly reporting month of
October 2004, enter 09/18/04).

or
C:ost Element Group

Fosting Data
A ° A e 5. Enter the last receive warrant
e ' ! date of the OPM reporting month,
Legoni w4 Depositposting (i.e. for the bi-weekly reporting
More Settings month of October 2004, enter
10/29/04.

» Refer to OPM’s Schedule of Pay
periods for dates used in steps 4 and
5. The reason you enter the dates as
alol [« | indicated above, is to capture any off-
cycles that were run for the reporting
month being researched.

|@ Mo actual line iterns were selected D[KSB1 sapedv | OVR

AASIS Support Center
08/06, Revised to V3.5 KSB1 105



APERS - Arkansas Public Employee Retirement System

Display Actual Cost Line Iltems of Agency’s
Cost Element for Retirement Expense

SCREEN VIEW STEPS
Frogram  Edit Goto  EBxras  System  Help _ 6 Enter l 0516KSB1
(Deposit posting) or select
Display Actual Cost Line ltems for Cost Centers : Initial Screen from the drop-down listing.
O [ (= J=[ Further Selection Criteria...
Cn! Center to
7. Execute
7 er Groug pave
Cost Element 5010007000 1o
ar
Cost Element Graup
Posting Data
Fosting Date to
Settings
Layout /B516KSE1)| epusitpusting
More Settings 1
6
(L]l D
| HENEIETTTEGY,
AASIS Support Center 106
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' APERS - Arkansas Public Employee Retirement System
Display Actual Cost Line Items of Agency’s
Cost Element for Retirement Expense

SCREEN VIEW STEPS
List Edit Goto Seftings Edras  Enwironment  System  Help ] o 8' TO drl” down’ dOUble
@ 2 dH @@ DEE a0 BRI QM w?g%, click on the retirement
- - PO Ly o s 1 X n m nt.
Dispiay Actual Cost Line ltems for Cost Centers expense amou
& Document | ¢ MasterRecord B | & B | & F  HE G | 3% | TE TS| E® || E ]
»Payments to Retirement
Layout ~0516KSE1 Deposit posting Expense for pay periOdS
Co=t Cent an4z201. . Jud Cash Fund. . . 1
Rgiorteguiiem:y 1IsD Ug DDT?&I‘ - 20’ 21 & 22 are reﬂeCt.ed n
the ‘Val. In rep. cur.’ field
Fosting Date| Cost Elem. * Cost elerment name E Yalin rep.cur.|Mame of offsetting account Al acct assi (Value In report Currency)'
10003720, | 03 Retirement Exp fi,065.80 [Sal Accrued AP
101772003 03 Retirement Exp fi,098.58 [Sal Accrued AP .
103172003 03 Refirement Exp 5,920.93 |5al Accrued AP » To determine off-cycle
SEI'IDDD?...iIiISRE‘liremEm Exp . 18,085.31 payments refer to the
Cost Center 304402 Pub ghp Operations dhun 18,085.31 t d ’ t |
8 » To verify the employee
name(s) included in the
payment, the role of HR/FI
Posting Specialist is
needed to drill down into
QD] D) the report.
| D [KsB1 P2l | sapedv | OVR
AASIS Support Center KSB1 107
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SCREEN VIEW

List Edit

Settings  System  Help

JH e CRRER DDL0 HE @m

Foto

STEPS

9. Check in the box next to
the Retirement Expense.

Display payroli posting document
RIER A B SHNUM ATHT BHal s H| PN

10. Select the ‘Choose’

icon.
O1g27i2004 Posting document E co
i [~]
HOPREa4903 Company code ARK
10 A001496636 Posting curr. uso
ARKPROBOGS Doc . type B
Run type PP Posting date 1083420083
[oc . type G/L acc. doc. Doc. date [9/30/2003
Bus. transaction HRP1
M|S|Bush| Tx|L1|PTyp |Account no. w. text GO acc. ass. Dehit amnt
] [37a GiL ..|BE1OAC1E00 BB Regular Sa..[CCtr 304402 T2 514 .53
] [376 G/L ..|BR1OA05000 B3 FICAH & Med. [CCtr 304402 5,489.06
] B3ve G/L ..|5B1OROE5ER Agency Cost o.[CCtr 304402 58.249
v [37a G/L ..|BR1AAOTEOE B3 Retirement..[CCtr 304402 f, 065.80
q [37a 5 [G/L ..[2115001008 531 Accrued AP
I' Posting document OOE1496636 a4 127 .68
werer 2004 Posting document
Total of all documents
M5 (Bush| Tx|Li|PTyp |Account no. w. fext CO acc. ass. [ebit amnt E
[~]
[0l | I[«[¥]
| HENEIETTTEGY,
AASIS Support Center
KSB1
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List Edit Gotn Sefings Systern  Help I 11. Scroll over to view
@ 2 0H Cee CHB DDo0 BE @ ~= || Wage Type and
Dispiay revision information for posting document Amount.

Fa. | Disp.surnmarized |&?|?|E%|ﬂ@@ﬁ|@@ﬁ|| 44 » M
[«]l » Please refer to the

Start/FP |End/FP Pers. [Employeedapp . name Cost C|0Order Ahoct Wage Type Long Text hmo E Glossary Of Headings

B9/14/2003| 09727 /2003 304402 BO10A0TA00 ..[9339 APERS EEO/ER1OY| 142 for this report located

BO714/2003| 007272003 304402 501MBO7EAA ..[0330 APERS EEG/ER1D% 15 i
. 157 at the end of this

BO714/2003| 007272003 304402 501MBO7EAA ..[0330 APERS EEG/ER1D% 09 .

00/14/2003| 0072772003 304402 5010007000 ..|0330 APERS EEG/ER18% 12 demonstration.

BO714/2003| 007272003 304402 501MBO7EAA ..[0330 APERS EEG/ER1D% 12
: 124

BO714/2003| 007272003 304402 501@BO7EAA (0330 APERS EEG/ER10%| 158
: 158

BO¢14/2003| 00727 /2003 304402 501MBO7EAA ..[0330 APERS EEG/ER1D% 56
: 56

BO/14/2003| 00727 /2003 304402 501MBO7EAA ..[0330 APERS EEG/ER1D% 10

BO/14/2003| 00727/2003|: 304402 501MBO7EAA ..[0330 APERS EEG/ER1D% 00
: 108

BO714/2003| 007272003 304402 501@BO7EAA (0330 APERS EEG/ER10%| 186
: 186

BO714/2003| 007272003 304402 501MBO7EAA ..[0330 APERS EEG/ER1D% 2

BO714/2003| 007272003 304402 501MBO7EAA ..[0330 APERS EEG/ER1D% 1

BO714/2003| 007272003 304402 501MBO7EAA (0330 APERS EEG/ER10%| 104
: 108

BO714/2003| 007272003 304402 501MBO7EAA ..[0330 APERS EEG/ER1D% 18

BO714/2003| 007272003 304402 501@BO7EAA ..[0330 APERS EEG/ER10%| 164
: 183

BO¢14/2003| 00727 /2003 304402 501MBO7EAA ..[0330 APERS EEG/ER1D% g0 [+
: . 80 [+]

K| N [ |L«][»]
| 11 b [kse1 bel| sapedv OVR 7
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SCREEN VIEW STEPS
List Edit Goto Seftings  System  Help = 12. View the amount of
& allq eae oM ot 13 R aom | Retirement Expense for
Display revision information for posting] 12 [ent each employee fqr a
_ particular pay period.
h«Disp.summarized|E?|Tﬁ'|E%|ﬂ£@ﬂ@|@@ﬁ||”i | 208 1
[4] .
Order heot Wage Type Long Text bmount | PArea Credit amnt Amount | Documen E 13. To Change the dlsplay
5010087060 ..|9330 APERS EEO/ERIDS| 142 1811 142 18 | 1495636 of the report, select
5010007000 . |9339 APERS EEO/ER10% 15.50]11 15.80 | 1496636 Change Layout.
s 157 .88 157 .98 —
5010007000 ...|9339 APERS EEO/ER10% 99.30|11 9930 | 1496636
5010007000 ...|9339 APERS EEO/ER10% 12, 41|11 12 .41 | 1496636
5010007000 ...|9339 APERS EEO/ER10% 12 41|11 12 .41 | 1496636
: 124 12 124 12
5010007000 ..|9339 APERS EEO/ER10%| 1553211 155 32 | 1496636
’ 15532 155 .32
5010007000 . |9339 APERS EEO/ER10% 56 75|11 BG.75 | 1496636
s 56 .75 5G .75
5010007000 ...|9339 APERS EEO/ER10% 10.02|11 10,02 | 1496636
5010007000 ...|9339 APERS EEO/ER10% 90 14|11 9014 | 1496636
* 10016 100 .16
5010007000 ...|9339 APERS EEO/ER10%| 186 11|11 186 11 | 1496636
: 186 11 186 11
5010007000 . |9339 APERS EEO/ER10% 2. 72|11 272 | 1496636
5010007000 . |9339 APERS EEO/ER10% 1.36]11 1.36 | 1496636
5010007000 ..|9330 APERS EEO/ER10%| 104 .608[11 104 6O | 1496636
s 10868 108 68
5010007000 ...|9339 APERS EEO/ER10% 18, 31|11 18.31 | 1496636
5010007000 ..|9339 APERS EEO/ER10%| 1648311 164 83 | 1496636
: 183 14 183 14 |
5010007000 ...|9339 APERS EEO/ER10% 50.59|11 a0 89 |1496635] (4]
. am.99 a0 .88 [*]
| I [[«][]
| b [ksB1 F| sapedv  OvR 7

AASIS Support Center
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SCREEN VIEW STEPS
List Edit Goto Setlings  Systern  Help | 14a' SeleCt ‘In_perIOd f
@ A ECIER R EEERE) ——— || payroll’.
Display revision information for posting document
tial | Disn snmmarized || SR SEL B 2 E1 88 | LF LT | EE s e | 4 4] e e 14b_ Select ‘For_penod
Y[ Change Layout Payroll Screen
«I{ payroll’.
Line 1 | Line2 | Line3 | : anount| Documen| ) pay
Line 1 Hidden fields 142.18 1496636 )
rCDIumn content Pos.|Len.. | 2 \ 15 |zol. content Lnoth D 1115?32 149663 - 15 SeleCt ShOW SeleCted
FOR period start date L (=] Reference procedure |5 [+] 599.30 | 1496638 fields'.
) . 12,41 | 1496634
Far-period end date 2 1a E Frevdoc: Ref key 20 @ 19 41 | 1498638
Fersonnel Mumber 3 Reference line itern 10 124 12
Mame of employee or app.4 20 Trading Partner £ 155.32 | 1496636 ‘ y
Cost Center 5 % age type short text B 122?3 YTTEE 16. Select Copy '
Order il 16 Fayrall area G 55:?5
Account no. w, text FR B 14a 4 In-period . payroll 7 | | 10.82 | 1496636
age Type Long Tew L — « Fayrall type g _ 1331; [RCELES > You may want to add
Dehit amnt o ol Ll Payroll identifier 7 18611 | 1408636 other fields for display. The
Payroll area 10 |5 14 End of I period 10 186.11 . .
ep— T b Forpeiod nmviol m 5 27 (A main reason for adding the
Amount 12 21 [ [+] | |Payroll type B [~] 10466 | 1496636 In-period and the For-
108.68 . .
18.31 | 1496636 period fields are to help
16 |witn 168 =l oy 5 1% Ll identify retro-calculations.
- 80.89 | 1496638 (2]
‘Listwidth 166 8089 [~]
|[«][+]
¥ Copy |G ¥ 3 X I [kse1 bl sapedv [OVR /-
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08/06, Revised to V3.5



APERS - Arkansas Public Employee Retirement System

Display Actual Cost Line Items of Agency’s
Cost Element for Retirement Expense

SCREEN VIEW STEPS
e o : »View the In-period and
=l P the For-period columns to
s -
) 200 @R DHE Dnanl 17 QF - orpe
Tt help identify any retro-
Display revision infonnation for posting document % calculations.
ta | Disp.summatized |E?|$|E%|Q@Eﬂﬁ|@@ || 4 4 » P
=11 17. To save the change
Wage Type Long Text Amount | Parea Credit amnt imourt| Documen| In-peri| For-per El Iayout (OI" dlsplay) select
)
BYO06 ...[9339 APERS EERJER1O% 142 18( 11 142 .18 | 1496636 20 2003| 20 2003
B7000 ..|9339 APERS EEA/ER10%| 158011 15.80 |1496636( 20 2003|208 2003 Save Layout.
* 167 .98 167 .98 —
07000 ..|9339 APERS EEA/ER10%| 993011 99,30 |1496636(20 2003|208 2003
BYO06 ...[9339 APERS EERJER1O% 12.41( 11 12.41 [1496636) 20 2003( 20 2003
B7000 ..|9339 APERS EEA/ER10%|  12.41|11 12.41 |1496636( 20 2003|208 2003
* 124 12 124 12
07000 ..|9339 APERS EEA/ER10%| 1553211 155.32 | 1496636(20 2003|20 2003
* 166 32 166 .32
07000 ..|9339 APERS EEA/ER10%|  56.7511 56.75 |1496636(20 2003|208 2003
* 56.75 BG.TH
07000 ..|9339 APERS EEA/ER10%|  10.0211 10.02 |1496636(20 2003|208 2003
BYO06 ...[9339 APERS EERJER1O% 901411 90.14 (1496636) 20 2003( 20 2003
: 100 16 100.16
BYO06 ...[9339 APERS EERJER1O% 186.11(11 186.11 | 1496636) 20 2003| 20 2003
: 186 11 18611
BYO06 ...[9339 APERS EERJER1O% 2.721MN1 2.72 |1496636) 20 2003( 20 2003
A7000 ..|9339 APERS EEA/ER10% 1.36( 11 1.36 | 1496636(20 2003|20 2003
BYO06 ...[9339 APERS EERJER1O% 104 60{11 104 60 | 1496636) 20 2003|220 2003
: 108 68 108 .68
BYO06 ...[9339 APERS EERJER1O% 18.31( 11 18.31 [1496636) 20 2003( 20 2003
B7000 ..|9339 APERG EEA/ER10%| 164 83|11 164,83 | 1496636(20 2003|20 2003
* 183 .14 183.14 |
07000 ..|9339 APERS EEA/ER10%| @0 89|11 80.69 |1496636| 20 2003|20 2003| (4]
: 8044 80580 [+]
an | |[«I[+]
| D [KeB1 ¥ sapedv OVR
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SCREEN VIEW STEPS
List Edit Goto Seftings  Systern  Help 18' Enter the name Of the
%) Layout.
Dispiay revisiohinfarmation far nosting document LIJQ. Click 'r_]f_the box for
1 = ser-specitic.
Fa Dispsurmmarze. 18 [ 19 [EIM | A EEH T HE | H| M 4 » M P o
- ]| 20. Enter a description of
T T
Layout: Save as... snount | Docunen| In-peri | For-per| 7] the LayOUt.
Layout 5 142 .18 [1496636| 20 2003|20 2003 21. Select Save.
Description APERS reconciliation 0 1;?3@ JRIBIEE D A005 A 2 |
gubohjects 99.30 |1496636(20 2003|280 2003 s )
%] Sort crieria 12.41 [1436636(20 2083(20 2003 Note: To retrieve your
- 12.41 |1496636| 20 2003|208 2003
v] Sublotal eriteria 194 12 saved Layout the next
Expansion to surm. level ] Mar-tatal lines 158632 | 1436636) 20 2003) 20 2003 tlme yOU run thIS report
155.32 ’
56.75 |1406636|20 2003|20 2003 click on the Select Layout
56.75 . .
vjsave || X 10.02 |1496636| 20 200320 2003 icon™. Then click on the
T TTERTE T 90.14 |1496636(20 2003|20 2003
\ R L210) da3d LFERS EEUSERTLS 1;;;; il 10 16 Iayout you Created
o7jo0 ..|9339 APERS EEO/ER10%|  186.11[11 186.11 | 1496636|20 2003|20 2003
: 18611 18611
9339 APERS EEQ/ER10% 2.72|11 2.72 |1496636(20 2003|208 2003
21 ||a339 aERs EE0/ER10S 1.36[ 11 1.36 |1496636(20 2003|20 2003
0330 APERS EEQ/ER10%|  104.60(11 10460 | 1496636|20 2003(20 2003
* 106.68 10868
A7000 ..|9330 APERS EEQ/ER10%|  18.31[11 18.31 [1496636|20 2003|20 2003
07000 ..|0330 APERS EEO/ER10%|  164.83|11 164 83 | 1496636| 20 2003| 20 2003
* 183.14 183.14 |
A7000 ..|9339 APERS EEO/ER10%|  80.88|11 30.89 |1498636 20 2003(2a 2003| [2]
’ 8044 8044 [*]
an| | [[«][»]
| b [ksB1 Pl sapedv | OVR /.
AASIS Support Center 113
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SCREEN VIEW STEPS
R 22. To drill down to the
List Edit Goto Seftings  Systern Help " | t d bl | k
= it ayroll results, aoupie CliC
& 300 @60 CHE BDo0 BE OB E= I/ '
== | on the Employee’s
Display revision information for posting document Personnel Number.
-
¥a | Disp.summarized | | 22 FIEHASE ASBHT| EE G| H| 4 PM
[+]
Start/FP |End/FP P*s. Employeefapp. name Cost C|Order foct Wage Type Long Text Amo El
[9/14/2003| 09/} 27 ! 2003 00234 Victor Newman 304402 5010007000 ...(9339 APERS EEO/ER10% 142
B9/14/ 2003 094272003 304402 5O10007000 ...(9339 APERS EEO/ER10% 15
* 1587
B914/ 2003|9427 2003 304402 5010007000 ...(9339 LPERS EEG/ER1O% a3
B914/ 2003 94272003 304402 5010007000 ...(9339 LPERS EEG/ER10% 12
B9/14/ 2003 094272003 304402 5010007000 ...(9339 LPERS EEG/ER1O% 12
* 124
B9/14/ 2003 94272003 304402 5010007000 ...(9339 LPERS EEO/ER10% 155
* 155
B9/14/ 2003 09272003 304402 5O10007000 ...(9339 APERS EEO/ER10% il
* alif
B914/ 2003 94272003 304402 5010007000 ...(9339 LPERS EEG/ER1O% 10
B914/ 2003 94272003 304402 5010007000 ...(9339 LPERS EEG/ER10% a0
* 100
B9/14/2003) 094272003 304402 5010007000 ...(9339 LPERS EEO/ER10% 186
* 186
B9/14/ 2003 09272003 304402 5010007000 ...(9339 APERS EEO/ER10% 2
B9/14/ 2003 0942712003 304402 5O10007000 ...(9339 APERS EEO/ER10% 1
B9/ 1402003 Q9427 2003 an44R2 ROTEAATAAA ...)9339 APERS EEQ/ER1EY 104
* 108
B914/ 2003 94272003 304402 5010007000 ...(9339 LPERS EEG/ER10% 18
B9/14/ 2003|9427 2003 304402 5010007000 ...(9339 LPERS EEG/ER1O% 164
x 183 &
B9/14/ 2003 94272003 304402 5010007000 ...(9339 LPERS EEO/ER10% 8o El
: 30 [+
0] | 0]
| [ [ksB1 [ sapedv | OVR
AASIS Support Center 114
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SCREEN VIEW STEPS
H t
List Edit Goto  Systern Help J : 23' VIeW the Employers
al aliq CaQ DHE DL AR @m — Retirement matchlng.
Display Payroll Result and Posted Amounts
)
Only posted wage types || Disp.summarized > The employer S
| retirement matching
Q172712004 Employee's payroll results and posted amounts for a period Pange 1 El amount can be Compared
AT vage types to what the APERS
Unsunnarized report reflects.
Payroll Result In-period information For-period information
Persho. Seq o | UpdID Payroll area | Period Payhr Periaod Fram To 1
00234 lale] 5] A 1 20 2003 1 20 2003 | 0971472003 pas27 12003 > TO verlfy the pay
period of a retro-
2611 United Way White Co. 1.00- USD 1.00 .
2659 AFLAC TERM LIFE 369~ USD 369 calculation, refer to the
2800 ASEA Ark. State Empl Asoc 2.00- UsD 2.00 - : : :
5512 FICA AFLAC (Cancer) 30pt 1.43 USD In perlod mformatlon
9512 FICASYS AFLAC CWCR3OPT ER 1.43 USD 1.43 USD 1.43 Co|umn and the For_
{0681 Waluation basis 1 p.og Ush i . .
1002 valuation hasis 2 .00 USD perlod information
{BER Benefits ER contributions 157.98 USD
1000 Hourly rate 800 USD column.
1114 Career Svc.Recognition GOE. 00 USD GOE. g USD -
1200 Regular working time 1,421.86 USD 1,421.86 USD
1251 Wacation pay 157.98 USD 157.88 UsD
9339 LPERS EEA/ER1OD% 1567.98  USD 167,88 UsD 157.498
9404 TX ER Social Security Tax 133.99 USD 133.89 UsD 133.99
9406 ARK ER Medicare Tax 3,34 USD 31134 UsDh .34
[+]
23 &
D | ksB1 bef sapedy OVR
AASIS Support Center 115
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SCREEN VIEW STEPS
e Bt oo 24. To send this report to
Excel, click on the
Spreadsheet icon.
Displiay revision infonnation for posting document
fae | Disp.summarized |E?|$|E%|£'@Eﬂ@|@@ﬁ|| 4 4 » M
1 g
Wage Type Long Text Amount [ PArea FI‘F!rHt amnt Amount | Documen| In-peri | For-per El
A700@ ..[9339 APERS EER/ER1A%| 142 .18[11 24 142 18 |1496636| 20 2083|208 2003
A700@ ..{9339 APERS EER/ER1A% 15. 80|11 15.80 |1496636| 20 2083|208 2003
: 167 .98 167 .98 —
07000 ..|9339 APERS EEQ/ER10% 93.30(11 0930 |1496636| 20 2083|20 2003
07000 ..|9339 APERS EEQ/ER10% 124111 12.41 |1496636| 20 2063|208 2803
07080 ..|9339 APERS EEA/ER10% 124111 12.41 |1496636| 20 2083|208 2003
: 124 12 124 12
O700A ..|9339 APERS EEA/ER1G%|  155.32(11 165.32 |1496636|20 2003|20 2003
: 16532 16532
A700@ ..{9339 APERS EER/ER1A% 56 . 75|11 B6.75 |1496636| 20 2083|208 2003
: 56 .75 B6.75
07000 ..|9339 APERS EEQ/ER10% 10.82[ 11 10.82 |1496636| 20 2083|208 2003
07000 ..|9339 APERS EEA/ER10% 90,1411 0014 |1496636| 20 2083|208 2803
: 100 16 10016
0700A ..|9339 APERS EEA/ER1G%|  186.11[11 186.11 |1496636|20 2003|20 2003
: 18611 18611
A700@ ..[9339 APERS EEB/ER1A% 2.72(11 2.72 |1496636| 20 2003|208 2003
A700@ ..[9339 APERS EER/ER1A% 1,361 1.36 |1496636| 20 2083|208 2003
7000 ..|9339 APERS EEA/ER1G%|  104.6@[11 104 60 |1496636|20 2083|208 2003
: 10868 108 .68
07000 ..|9339 APERS EEQ/ER10% 18.31[11 18.31 |1496636| 20 2083|208 2803
07000 ..|9339 APERS EEA/ER1G%|  164.83[ 11 164 83 |1496636|20 2083|28 2003
: 18314 183.14 -
O700A ..|9339 APERS EEA/ER10% g0.89 11 80.89 | 1496636| 20 2003|20 2003 [4]
. &0.59 8049 [+]
ap| | I«v]
| D [ksB1 [ | sapedv | VR 7
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List Edit Goto Settings  Systerm  Help 25' ThIS pop-up bOX
should appear, click on
' — . . Continue.
Dispiay revision information for posting document
3 | Disp.summatized |Eﬁ'|'ﬁ|g%|sﬂ‘@@|@@ﬁ|| 44 M
[4]
Wage Type Long Text Amount|PRrea Credit amnt Emount| Documen| In-peri|Faor-per El
07000 ..|9339 APERS EEA/ER1G%|  142.18|11 142 18 [1496636|20 2003|20 2003
B7O00 ..|9339 APERS EEB/ER1G% 15.80| 11 15.80 |1496636|20 2003|20 2003
8 157.98 157.98 —
07000 ..|9339 APERS EEO/ER10% 99,30/ 11 99.30 |1496636|20 2003|20 2003
7000 ..|9339 APERS EEA/ER10Y 12,41/ 11 12,41 |1496636|20 2003|20 2603
07000 ..|9339 APERS EE/ER10% 12,4111 12.41 |1496636|20 2003|20 2003
8 124.12 124 .12
7000 ..|9339 APERS EEA/ER10%|  155.32(11 155.32 [1496636| 20 200320 2003
8 155.32 155.32
B7O00 ..|9339 APERS EEB/ER1E% 56.75|11 56.75 |1496636|20 2003|20 2803
* Information hG.75
07000 .. 10.92 |1496636|20 2003|20 2003
700 .. 90.14 |1496636|20 2003|20 2603
8 : 100816
a7000 . nottaken into accotint 186.11 |1496636( 20 2003] 20 2083
8 186.11
07000 .. 2.72 | 1496636|20 2003|20 203
7000 .. 1.36 |1496636|20 2003|20 2883
* B70ee - [z @ ]gggg 1496636( 20 2003| 20 2083
a7o00 - [9¥89 AFERS EEA/ER1OY 18,3111 18.31 |1496636|20 2003|20 2603
7000 ..|9§89 APERS EEA/ER18%|  164.83|11 164.83 [1496636|20 2003|20 2003
8 183.14 183.14 L |
07000 'ERS EED/ER10% 80.89| 11 2020 [1496636|20 2003|20 2003 [«
: 25 a0 .69 8049 [*]
(0] | D
| b [ksB1 b2)| sapedv | OVR
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et Bl o St 26. Next, this pop-up box
S ———— s should appear. Select
@ 298 CeQICHE DOOD BF @ | Tony PP
2t e AR AR R a e .
Dispiay revision infonmation for posting doctiment
@Disp.summarized|&?|?|g%|£'@@|@@ﬁ|||41 L2 .
= 27. Select Continue.
Wage Type Long Text Amount | PArea Credit amnt Amount| Documen| In-peri|For-per E
07000 ..|9339 LPERS EEO/ER10%| 142 18[11 14218 | 1496636| 20 2003|20 2003
07000 ...[0330 AP/ L 15.80 | 149663620 2003 20 2003
. 15795 —
A708A ..|9330 APE An L list ohject is exported with 9930 | 149663620 2003 20 2003
07000 ..|9339 8PE : 12 .41 |1496636| 20 2003 20 2003
87000 .|9339 AP [ 1241 |1496636|20 2003|260 2603
* Choose a processing mode: 124 12
B7000 ..|9339 APE 15532 | 1496636| 20 2003| 20 2003
: . 15537
a7006 ..[0330 apg ) EXCEISARmAC 56.75 | 1496636|20 2003|20 2003
* Tat| o < m— 26 56.75
B7000 ..(9339 APEL SR 10,02 | 149663620 2003 20 2003
07000 ..|9339 BPE 9014 |1496636| 20 200320 2003
s 10015
07000 ..|9339 APE 186.11 | 1496636| 20 2003| 20 2003
: o % 186 .11
07000 ..|9339 8P 272 |1496636| 20 2003 20 2003
o7o0e ..|9339 sPERS EA/ER10% 1. 36[11 1.36 |1496636| 20 2003 20 2003
o7oen .. 9339 sPERS BEmsERtos| 104 60[11 104 .60 | 1496636| 20 2003(20 2003
: 108 63 108 .63
67008 ..[9333 aP| 27 R1o% 18.31]11 1891 |1496636| 20 2003 20 2003
07000 ..|9330 AP R1es| 1648311 164.53 | 1496636| 20 2003|20 2003
. 183 .14 183.14 ||
7000 ..|9339 BPERS EEA/ER10% a0.59]11 30 80 |1496636|20 2003|20 2003 [=]
: 8029 8089 [~]
an | ]
| D [ksB1 [l sapedv | OVR 7
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List Edit Goto Setings Systern Help _, - ﬁs' FI}‘r]]a”?:'j this pOp_gpI t
- — i OX should appear. oelec
g 20 B ICae SHE DDon BEI@ : PP :
. S— . . — Continue. This report will
Display revision information for posting document
be sent to Excel.
Fo Dispsummarized | & F | F| D HAW | D CHT B w | H| O P M
[4]
Wage Type Long Text Amount | PArea Credit amnt Amount| Documen| In-peri| Far-per El
07000 ..|9339 APERS EEO/ER1O%|  142.18[11 142 18 | 149863620 200320 2003
B7ee0 ..|9330 APE| LR IE 15.80 | 1496636|20 2003| 20 2003
: 157 .93 —
87000 ..|9339 APE 99.30 |1496636|20 2003|20 2003
87000 ..|9339 APE 12.41 |1496636|20 2003|20 2003
O7AR0 ..|9339 APE 12.41 |1496636|20 2003|20 2003
* i@ Microsoft Excel 124 12
A7080 ..|9339 APE 185.32 |14968636(20 2003| 20 2003
: 15532
87000 ..|9339 APE| [ [[lv] 56.75 |1496636|20 2003|220 2003
: v 56.75
87000 ..|9339 APE ® 10.02 |1496636|20 2003|20 2003
@7000 ..[3333 AP UTERTOS oo T4[ 1] 90.14 |1496636|20 2003|20 2003
: 10016 10016
@7000 ..|3333 AP nog| 1861111 186.11 | 1496863620 200320 2003
’ 28 186.11 186.11
@7000 ..|3333 AP 10% 2.72|11 2.72 |1496636|20 2003|208 2003
07000 ..|9339 APERS EEO/ER10% 1.36/11 1.36 |1496636|20 2003|208 2003
@7000 ..|9339 APERS EEO/ER1O%|  104.60[11 104 .6 | 1496863620 200320 2003
: 108. 68 108 .63
87000 ..|9339 APERS EEO/ER10% 18.31[11 18.31 |1496636|20 2003|220 2003
O7000 ..|9339 APERS EEO/ER1O%|  164.83[11 164.83 | 1496863620 200320 2003
: 183.14 183.14 ||
87000 ..|9339 APERS EEO/ER10% 80.83[ 11 80 80 |1496636|20 2a03|20 2003| [4]
’ am.8a an.aa [=]
[ | aD)
| D [kgB1 P sapedv | OVR
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Glossary of Headings for
Display revision information for posting document

« Start/FP: The OPM payroll pay period begin date.

« End/FP: The OPM payroll pay period end date.

 Pers.: The employee’s personnel number.

« Employee/app. name: The employee’s name.

« Cost C: The cost center the retirement expense is being paid from.

« Order: The internal order the retirement expense is being paid from.

 Acct: The general ledger account number.

« WageType Long Text: The name of the wage type that determines the payment to the retirement
expense.

«  Amount: The amount debited to the Retirement Expense account.

« PArea: The payroll area.

 Credit amnt: The amount credited to the Retirement Expense account. There are two reasons for
a credit amount:

— 1. An Fl error correction has been processed (i.e. to correct the cost center information).
— 2. An HR master data correction has occurred (i.e. a retirement payment was made for an
employee when the employee was not eligible. Therefore, the Retirement Plan was deleted).

« Amount: The amount of the retirement expense.

« Document: The CO document number for the retirement expense.

* In-period: The OPM payroll pay period in which the retirement expense was paid.

 For-per: The OPM payroll pay period in which the retirement expense should have been paid. This
is the field that will reflect a retro-calculation for the pay period that the retirement expense should
have been paid in.
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Chapter 4

Process Payments to APERS
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THINGS TO KNOW

» Prior to processing payment in AASIS, the Agency MUST prepare and submit
the APERS Purchase of Delinquent Service and Contributions for to APERS so
that an accurate amount owed can be determined.

« The APERS Purchase of Delinquent Service should be returned to the agency
with the employer matching amount due. Verification of the delinquent service
amount owed can be made with APERS Member Service — 682-7879

« The Agency Payroll Systems Management role must use transaction PA30
(Maintain HR Master Data), Additional Payments Infotype 0015. to process an
employer matching one-time payment to APERS when an active employee’s
should have been enrolled in APERS or ASPRS in the prior fiscal year.

« This payment process can only be used for the prior fiscal year (i.e. current
fiscal year 2005, prior fiscal year 2004).

« The Agency must certify funds in total for employer matching and interest
amount owed. The agency will need to retain a copy of the letter for Legislative
Audit purposes.
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THINGS TO KNOW

« If the employee was terminated in the current fiscal year, payment is made
through an Accounts Payable invoice.

« If the employee was terminated in the prior fiscal year, the agency must certify
funds and appropriation in total for employer matching and interest amount
owed. Then, the agency must process payment through an Accounts Payable
invoice as a prior year expenditure.

» The process for enrollment in a closed fiscal year of two or more years from the
current fiscal year is under revision. Please contact APERS for additional
information.

 These payments are charged to commitment item 501:00:03.

AASIS Support Center 123
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Demonstration

- Process Employer Matching Payment to APERS for Prior Year
Delinquent Service

Human Resources > Personnel Management > Administration >
HR Master Data > Maintain
(PA30)

Note: The role that have authorization to process this transaction is the
Agency Payroll Systems Management

AASIS Support Center
08/06, Revised to V3.5 PA30 124
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Process Employer Matching Payment to APERS for
Prior Fiscal Year Delinquent Service

SCREEN VIEW STEPS

| 1a. Enter transaction code
| PA30 in the command field
1 and press enter

-OR-
- 1b. Optional - Follow the
¢ Favorites

PAdD - Personnel Actions menu path and double click

PA30 - Maintain on Maintain.
P20 - Display
7 (-3 SAP menu
[ [ ofice
B [ Logistics
B ] Accounting
~ 3 Human Resources
F2) PPMOT - Manager's Desktop
@ 4 Persannel Management
=2 Administration
~ {3 HR Master Data
() PA4D - Personnel Actions
R Pidniainain, <= 1b
) PA0 - Display
tz2 PA10- Personnel File
2} PATO - Fast Entry
F) PAL2 - Fast entry: Actions
» 21 Info System

Menu  Edit  Favorites Exras  System Help

I C@0 DHEB DDAD P 0F

a
SAP Easy Acces: 5 MENU
EE| S| B 2| v a

|L«][»]

> [ Toals
> 1 Settings E
[ (O Recruitment B
I | SESSION_MANAGER bl sapev | OVR
AASIS Support Center PA30 125
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Process Employer Matching Payment to APERS for
Prior Fiscal Year Delinquent Service

SCREEN VIEW STEPS
HE master data Edit Goto Extras  Llilities Settings  System  Help 2' Enter the employee S
@ 200 @ae CHE NN IR @ personnel number.
Maintain HR Master Data
Nl2lls @ a2 3a. Select the Additional
— Payments infotype.
Pdrsannel no. 42995 2 % y yp
M 1ison Jolley ] -OR-
4 up 1 Regular State .. Pers.area FARZ AEGOM Building, Suite .. 3b. Optiona| - Enter the
EE SUbgrougp UE Employee Cost Center 383357 AASIS 584 HE infotype number 001 5 in
// Employment Issues k Carger Management k Benefits Payrall k Taxes Ih Em the InfOtype fleld'
Infatype text E.||_| [Period ‘ ,
Basic Pay ? [ [®Period 4. Select ‘Create’.
Recurring PaymentsiDeductions Fr. To
Addifional Payments O Today O Curr week
Cost Distribution BIAN ) Current month
Bank Details L ) Fram curr.date ) Lastweek
~ mal Bank Transfers () To current date ) Last marth
3a oll Status v || | ) currperiod ) Current Year
oll Results E| | i
DHourIy Rate per Assignment E|
Direct selection
Infotype 00*5 Ty |:
i 4]
[+]
3b U | PA30 0F| sapedy OVR
AASIS Support Center PA30 126
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Process Employer Matching Payment to APERS for

Prior Fiscal Year Delinquent Service

STEPS

| 5. Enter wage type 2686 “APERS

“q > For Arkansas State Police Trooper

SCREEN VIEW
Infotype Edit Goto  Ewras  System Help
IO = TR Y B @
Ldants Additional Paymypale
8 2% 9
Personnel Mo 42995 Mame B1T1s0n.. Status  Active
EE group 1 Regular State Em.. Personnelar  FAB2 AEGOM Building, Suite 2158
EE subgroup  UE Employes 5N B78-55-3211
Additional Payments 5
Wage type 2680 <«—
Amaunt 350.0g ) 6
Murmberunit
Date of origin @7 2004 7

Default Date
Assignment nurmher
Reasan for Change

[ |Pa30 ¥ sapedv OVR

Del Svc ER Match.”

employees, use wage type 2692.

6. Enter the total employer
delinquent service matching amount
due.

» APERS will provide the agency with the
employer delinquent service matching
amount due.

7. The end date of the current pay
period will default. Do not change!

» Delinquent service matching payments
created thru the Additional Payments
infotype MUST always reflect the current
pay period date.

8. Select ‘Enter’.

» After you click enter, the message
“Save your entries” should appear.

9. Select ‘Save’.

AASIS Support Center
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THINGS TO KNOW

» Prior to processing payment in AASIS, the Agency MUST prepare and submit
the APERS Purchase of Delinquent Service and Contributions form to APERS
so that an accurate amount owed can be determined.

« The APERS Purchase of Delinquent Service should be returned to the agency
with the employer interest amount due. Verification of the delinquent service
interest amount owed can be made with APERS Member Service — 682-7879.

« The Agency Payroll Systems Management role must use transaction PA30
(Maintain HR Master Data), Additional Payments Infotype 0015 to process an
active employer interest one-time payment to APERS for an active employee
that should have been enrolled in APERS.

« This payment process can only be used for current and/or prior fiscal year (i.e.
current fiscal year 2007, prior fiscal year 2006).

« The agency must certify appropriation for commitment item 501:00:02 for the
interest amount. The agency will need to retain documentation for Legislative
Audit purposes.
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THINGS TO KNOW

« If the employee was terminated in the current fiscal year, payment is made
through an Accounts Payable invoice.

« If the employee was terminated in the prior fiscal year, the agency must certify
funds and appropriation in total for employer matching and interest amount
owed. Then, the agency must process payment through an Accounts Payable
invoice as a prior year expenditure.

« The process for enrollment in a closed fiscal year, of two or more years from the
current fiscal year is under revision. Please contact APERS for additional
information.

AASIS Support Center 129
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Demonstration

-  Process Employer Interest Payment to APERS for Delinquent
Service

Human Resources > Personnel Management > Administration >
HR Master Data > Maintain
(PA30)

Note: The role that have authorization to process this transaction is the
Agency Payroll Systems Management
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' APERS - Arkansas Public Employee Retirement System
Process Employer Interest Payment to APERS for
Delinquent Service

SCREEN VIEW STEPS
Menu Edit Favortes Extras  System  Help J -~ 1a. Enter transaction code
& | Pa30 ~. GO SHER DDLD BE @ = PA30 in the command field
la [ =1 and press Enter
SAP Easy Access s MENU OR

B % B2 v a

1b. Optional - Follow the
T g Pase - persommel ctons menu path and double click
PA30 - Maintain on Maintain.

PA20 - Display
57 (3 SAP menu
B ] Cffice
B ] Logistics
B ] Accounting
57 {3 Human Resources
) PPMOT - Manager's Desktop
= 4 Personnel Management
5 3 Administration
5 {3 HR Master Data
[P PA40 - Personnel Actions

(KRN

) PAZ0 - Display

) PA10 - Personnel File

I PATO - Fast Entry

[ PA4Z - Fast entry: Actions
[ [ Info Systern

[ [ Toals
[ [ Settings El
[ ] Recruitrnent [+]
[2 ISESSION_MANAGER sapedv | OVR
AASIS Support Center PA30 131
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Delinquent Service

Process Employer Interest Payment to APERS for

SCREEN VIEW

STEPS

HE masterdata  Edit Goto Extras  Utilities

A H @@ SER DL HE @mE

Seftings  Systern Help

2. Enter the employee’s
personnel number.

Maintain HR Master Data
0|2 s @lF 3| |2

3a. Select the Additional

Payments infotype.

Pa=onnel no. 42000 < — 2 %
Holly Jalley 'OR'
4 up 1 Regular State .. Pers.area CROT Administrative Offices 3b Optional _ Enter the
EE subgraup UE Employee Cost Center 240501 A08 Directar Off . . .
infotype number 0015 in
. Employmentlssues | CareerManagement | Benefils = Payoll | Taxes |, [4[*]] the metype field.
| |infatype test E.| | [Period ‘ ,
Basic Pay @ (1| [® Period 4. Select ‘Create’.
_Recurring Payments/Deductions Fr. To
Additional Payments 'I:Z'Tuda\,r {:)Curr_week
Cost Distribution A ) current month
Rank Details v ) Fram curr.date ) Lastweek
3 mal Bank Transfers (O Ta current date (O Last manth
ol Status v ||| | O curr.period ) Current Year
|_|Payrall Results E | T
Hourly Rate per Assignment E
Direct selection
Infotype Aduﬂonal Fayrnents 5Ty
i [+]
[+]
3b [ |PA3D P2 sapedy OVR
AASIS Support Center PA30
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Process Employer Interest Payment to APERS for
Delinquent Service

SCREEN VIEW

STEPS

5. Enter wage type 2687
“APERS Interest-Del Svc.”

» For Arkansas State Police Trooper
employees, use wage type 2693.

Infotype  Edit Goto  Extras  System Help =
) 290 €@ 7@ -
amnfe Additional Paymmt-

8 2% 9
Fersonnel Mo 42956 Mame Holly J.. Status  Active
EE group 1 Redular State Em .. Personngel ar CRE1 Administrative Offices
EE subgroup  UE Employvee SEN 322-14-7878
Additional Fayments
YWage type 2657 <
Armount 20. 00| e g 6

Mumberiunit
Date of origin
Default Date
Assignment number

01172004 7

Reason for Change

6. Enter the amount of interest.

» APERS will provide the agency
with the amount of interest due.

7. The end date of the current

pay period will default. Do not
change!

» Delinquent service interest
payments created thru the Additional
Payments infotype MUST always
reflect the current pay period date.

8. Select ‘Enter’ .

» After you click enter, the message
“Save your entries” should appear.

9. Select ‘Save’.

[ | PA3D P2 sapedy | OVR
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THINGS TO KNOW

» Prior to entering this transaction, the agency MUST prepare and submit the
APERS Federal Veterans Re-employment Rights Military Service Credit form to
APERS along with the employee’s discharge papers (Form DD214). This is
necessary so an accurate amount owed can be determined by APERS

« The Agency Payroll Systems Management role must use transaction PA30
(Maintain HR Master Data), Additional Payments Infotype 0015 to make an
employer one-time payment to APERS when the employee has returned from
extended military leave without pay.

 These payments are charged to commitment item 501:00:03.

AASIS Support Center 134
08/06, Revised to V3.5



' APERS - Arkansas Public Employee Retirement System

Demonstration

- Process Employer Matching Payment to APERS for Employee
Returning From Extended Military LWOP

Human Resources > Personnel Management > Administration >
HR Master Data > Maintain
(PA30)

The role that has authorization to process this transaction is the Agency/CLJ Payroll
Systems Management.

AASIS Support Center
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Process Employer Matching Payment to APERS for

Employee Returning from Extended Military LWOP

Menu  Edit  Eamrites

Extras  System Help

SCREEN VIEW

STEPS

V] ST e BRE DDO3 HE @ -
a o
SAP Easy AcCeSemmeallS MENU
@ % @B 2| a
= '3 Favarites [=]
PA4D - Personnel Actions |§|

P30 - Maintain
PAZ0- Display
% '3 5AP menu
[ Office
[+ ] Logistics
I (1 Accounting
% '3 Human Resources
) PPMDT - Manager's Desktop
= {3 Personnel Management
= {4 Adrninistration
% '3 HR Master Data
- Personnelﬁctmn

- Dlsplav

- Personnel File

- Fast Entry

- Fast entry; Actions
> (1 Info Systern

> (1 Tools

I [ Settings 4]
[ 1 Recruitment B

> | SESSION_MANAGER 2| sapedv OVR

1a. Enter transaction code
PA30 in the command field
and press enter

-OR-
1b. Optional - Follow the
menu path and double click
on Maintain.

AASIS Support Center
08/06, Revised to V3.5
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Process Employer Matching Payment to APERS for
Employee Returning from Extended Military LWOP

SCREEN VIEW

STEPS

Litilities

HE masterdata  Edit Goto  Eras

& T

Seftings  Systern  Help

JHICOQ SHE DDA0 HE @@

Maintain HR Master Data
N2|¢ @/ a2

2. Enter the employee’s
personnel number.

3a. Select the Additional
Payments infotype.

qunnnel nao. 12000 2 E -OR-
Bobby Jolley m
4 1 RegularState . Pers area FAAZ AEGON Building, Suite 3b. Optional - Enter the
EE subgroup LE Employee Cost Center 383357 AASIS 564 HS.. infotype number 0015 in
the infotype field.
// Employment Issues k Career Management k Bengfits Payrall k Taxes Ih Em
Infatype text |ED Period 4. Select ‘Create’.
Basic Pay || || | ®Period
Recurring PaymentsiDeductions Fr. To
Additional Payments O Today O Currweek
Cost Distribution r Jcurrent month
Rank Netails 4 ) From curr.date ) Lastweek
3 il Bank Transfers () Ta current date ) Last manth
Status 4 | | Ocurrperiod ) Current Year
Payroll Results [4] RS
Hourly Rate per Assignment E
Direct selection 3b
Infotype 0015 ¢ 5Ty |:
B
[+]
| b [Pa30 b sapedv | OVR
AASIS Support Center PA30
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Process Employer Matching Payment to APERS for

Employee Returning from Extended Military LWOP

SCREEN VIEW

Infotype  Edit Goto  Extras

Systerm Help

FE @

STEPS

5. Enter wage type 2685 for
APERS Military ER Match.

» For Arkansas State Police
Trooper employees, use wage type
2691.

raate Additional Payme

8 2% 9
Personnel Mo 42060 Mame Bahby J.. Status Active
EE group 1 Regular State Efri.. Personnelar  FARZ AEGON Building, Suite 215N
EE subgroup  UE Employee 55N 7h4-51-3337

Additional Payments

Wage type 2605 < 6
Amount 8900 UsD <

Mumberiunit
Date of origin B1/17/2004 7
Default Date

Assignment number
Reason for Change

6. Enter the total employer
matching amount owed to
APERS.

7. The end date of the current
pay period will default.
Do not change!

» Military employer matching
payments created thru the Additional
Payments infotype MUST always
reflect the current pay period date.

8. Select ‘Enter’.

» After you click enter, the message
“Save your entries” should appear.

9. Select ‘Save’.
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